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this IDEA from Remington Rand 


makes typing easier... boosts efficiency and output 





Remington Rand’s exclusive Line-a-time copyholder holds 
the whole page — letter, booklet, or whatever the source 
may be — where you can see it without moving your head, 
right in front of your eyes. When you use this copyholder 
you eliminate the eyestrain, backaches and accelerated 
fatigue that result from typing copy placed at the side of 
a typewriter. Time and motion studies have shown that 
the use of Line-a-time makes typing so much easier for 
you, saves time and reduces transcribing errors. With 
Line-a-time, you know where you’re going because 
you can see where you are. 

Among the many built-in features of Line-a-time 
is the Trans-vue Line Guide. This not only under- 
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scores the line currently being copied but also lets you “see 
ahead” several additional lines — gives advance warning 
of page end or changes pencilled in. Lifting the copy one 
line at a time is accomplished at the mere touch of a 
finger, similar to tapping the space bar on a typewriter. 

Line-a-time is only one profit-building idea that your 
Remington Rand representative can demonstrate in your 
office with your work and to your advantage. He has other 
ideas that may help you do your work more easily, in less 
time and with less effort — ideas that employ the 
latest in typing methods, filing systems, visual 
records. He is on call at your nearest Remington 
Rand Business Equipment Center. 


Further information on how to increase your typing 
efficiency with Line-a-time is available to you upon 
request. Ask for RSL 257, Management Controls 
Reference Library, Room 1628, 315 Fourth Ave., 
New York 10, New York. 
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THE ER TORY 





Ringing in 1954 makes us think about the 
strides taken by the NSA during the past 
year, and also about the development of the 
secretary as a business woman. It wasn’t too 
long ago—just a little before the twentieth 
century—that she first moved into the na- 
tion’s offices, and with the passing of the 
sands of time has become an indispensable 
person tc office management. 

But the passing of time has also seen the 
departure of unwieldly hair styles and cum- 
bersome fashions, replaced by the more flat- 
tering clothing and coiffures of today’s wom- 

| an of business. 

With the rapid advancement of culture 
and science we've seen in this past half cen- 
tury, we can’t help wondering just what the 
picture will be at the end of the next fifty 
years. Undoubtedly, the secretary will achieve 
greater stature in the conduct and operation 
of America’s business even in the forthcom- 

| ing year. 
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A Message 
From Your President 


We have entered the last half of our fiscal year, and less 
than five months remain to complete the program we set 
for the year. 

Have you, as an active member, made your contribution 
to increase our membership to 
15,000 by June 1? 

We are able to enjoy the Amer- 
ican way of life because of the 
foresight and labor of our fore- 
fathers. We will succeed in de- 
veloping The National Secretaries 
Association only if all of us will 
truly be “women, of vision.” Our 
plans on the national, state and 
local level should be predicated on 
a thought to the future, for we 
build today to assure a tomorrow. 

Vision is defined as “the ability to anticipate and make 
provisions for future events.” Have you made plans for an 
outstanding National Secretaries Week? Have you made 
plans for a study program to assist your members in pre- 
paring for the Certified Professional Secretary examination? 
Have you planned to encourage sufficient members in your 
chapter to take the 1954 examination to assure a center in 
your city or nearby city? Have you planned to present a 
secretarial scholarship? Have you planned to contribute to 
our NSA Resort-Home Project? 

The members of our Association look to the national 
officers for leadership and guidance. The national officers 
look to the members for the fulfillment of the national pro- 
gram they have outlined. Each member expects the Asso- 
ciation to make continued advancement. If we, as members 
of The National Secretaries Association, will view our mem- 
bership in accordance with the rules of the great game of 
life, “do unto others as you would have them do unto you,” 
each of us will carry our share of the responsibility. Let the 
remaining months of our fiscal year be a true harvest time 
for us. Let’s use the new ideas and renewed enthusiasm we 
have taken from the fall meetings, and finish the balance 
of our projects with added vigor. 

Time marches on—and so does The National Secretaries 
Association to a bigger and brighter future. 





Mrs. Lilyan Miller 





Thoughts on the New Year 


In addition to your own personal New Year's 
Resolutions, let each NSAer also adopt the Asso- 
ciation Resolution: In 1954 every member get a 
member. 


And now to each member, the publication staff 
wishes a prosperous, dream-fulfilled New Year. 
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Knowing the average temperature of the sea was worth 
$135 to Esther Johnson, Membership Chairman and Par- 
liamentarian of GREELEY CHAPTER (Greeley, Colo.). 
Esther, who appeared on a local radio quiz program, sound- 
ed like a bona fide mariner when she gave the answer: 
39°F. Lucky Esther—in more ways than this: she recently 
spent “two weeks with pay” in New York City. 

Irene Biddle, another GREELEY CHAPTER member, and 
her husband, Dick, presented their first experimental show 
before the local Social Science Circle. The Biddles syn- 
chronized their Kodachrome slides of the Rocky Mountains 
with a tape recording of background music and their own 
voices describing the slides. 

Mrs. Beatrice Porter, President of OREGON TRAIL CHAP- 
TER (Portland, Ore.) enjoyed one of those never-to-be-for- 
gotten vacations. She flew East, bought a new car, then drove 
home across country. On her way she visited the PITTs- 
BURGH and DETROIT CHAPTERS. 

Viola Haried, SIOUX CHAPTER (Sioux City, Iowa), was 
married to Dr. William E. Cody on November 12. Honey- 
moon destination: Bermuda. 

New brides in the HARTFORD CHAPTER (Hartford, 
Conn.) are Mrs. Elizabeth Burrell, now Mrs. Thomas H. 
Adams, and Grace Beckwith, now Mrs. John J. Brezini. 

Nellie Lewis, Bulletin Editor of the HUNTINGTON CHAP- 
TER (Huntington, W. Va.), was married on November 7 
to Guy McComas. They honeymooned in New Orleans. 

Friends and relatives in far away places were reasons 
Betty Ziemba, AK-SAR-BEN CHAPTER (Omaha, Neb.) , had 
the opportunity to spend her four-weeks vacation in Europe. 

Betty Woods, LAKE SHORE CHAPTER (Chicago, Ill.) 
was named First Vice-Commander of Our Lady of Fatima 
Post, 198, Catholic War Veterans, at its fifth annual election 
of officers. This post, the first in C.W.V. national history 
comprised entirely of women, is made up of veterans of 
WAC, WAVES, Marines, SPARS, Army and Navy Nurses 
Corps. 

The president of SAGINAW CHAPTER (Saginaw, Mich.), 
Laura Lindstrom, and her husband were the luncheon guests 
of Congressman Alvin Bentley’s secretary. They were also 
entertained by the National Secretary of the Letter Carriers’ 
Association while vacationing in Washington, D. C., in 
October. 

Dorothy Hollenkamp, former Group Action Council 
Chairman for the St. LoUIs CHAPTER, is now on duty with 
the United States Air Force in Austria. Before working in 
St. Louis, Dorothy was stationed with the U. S. Army in 
Tokyo. She’s the second St. LouIs member to fill a secreta- 
rial post overseas; Mary Lou Schindler is presently on duty 
with the U. S. Army, in Bad Naunheim, Germany. 
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National Headquarters 


by HELEN BOYLE, National Secretary 


The efficient secretary is indispensable in an office; that 
fact has been admitted by successful business executives 
throughout our country. Similarly, membership of efficient 
secretaries is indispensable in our association; it is efficiency 
appreciated by all the members, by the National Board of 
Directors, and by the headquarters office. It may be shown 
only by active participation in chapter and national pro- 
grams. 


Individual participation in NSA is an added interest in 
our profession and an incentive to higher position within 
the chapter. Just as experience is essential to the position 
of secretary, so too is it essential before members can serve 
as chapter officers. Every member has the opportunity to 
serve on a committee and to gain information at Chapter 
Board Meetings where experience in NSA offices is ac- 
quired. 


The National Headquarters Office is maintained for serv- 
ice to all districts, to all chapters, to all members, under 
the direction and the recommendations of the National 
Board of Directors. Rules and regulations of the association 
are established only by the members in convention session, 
and procedures for administration of the association affairs 





are established by the Board of Directors in accordance with 
the National By-Laws. 


General letters on our procedures are sent by the District 
Vice Presidents to the chapter presidents with the informa- 
tion therein to be forwarded to the chapter members. Regu- 
lar releases are sent by the National Committees to the 
chapter presidents, with the information there to be for- 
warded to the local chairman or members serving on the 
respective committee within the chapter. All policies of the 
national association, and the procedures outlined by the 
National Board of Directors and the National Committees, 
must be consistent with our governing course, our National 
By-Laws. 


The cooperation of the chapters is required just as much 
as the cooperation of the National Headquarters Office is 
demanded. Service that is in conflict with the national regu- 
lations and procedures is not available to one or to any 
chapter. When the rules of our association are evidenced in 
the chapter, special privileges are not requested by such a 
chapter. Knowledge of the regulations is an obligation, a 
duty that is assumed at the installation of any officers; 
national officers are no more obligated to learn the pro- 
cedures than are chapter officers. 


Show your interest and accept the honor of being a mem- 
ber, by learning how to be a member, how to be an officer, 
so that our enrollment and membership will be here to stay! 





YOU CUT 
YOUR 
COLLATING 


COSTS 


Different Weights and Finishes to give perfect re- 
sults from One to Twenty Copies at a time. All Copies 
Clean while every sheet has astonishing wear. You may 
obtain Free Samples by contacting any of our 32 fully 





WHY WASTE OFFICE TIME? 


Kee Lox ‘“Kopy Aligner’’ Combines Highest Quality Carbon Paper Plus Patented 
Collating Feature Insures Speed Automatically Plus Efficiency With Less Fatigue 





Just phone our Branch in your city for Samples of above Kopy Aligner or write to... 
HOME OFFICE 
KEE LOX MFG. CO., ROCHESTER 1, N.Y., U.S.A. 


Above line for Export, write to Export Dept. above address, for information, free Samples and Exclusive Territory. Most complete and Highest 
Quality Line in the Industry. Quality that holds Customers and insures Profit. We know because we sell it retail. You get the same product. 


YOU 
SAVE ON 
THE 


TIME 


stocked Retail Branches in the U.S.A. We also make 
Carbons for every use and ribbons of every color for 
every machine known to the market. 

Kee Lox Duplicator Supplies are #1 on the market. 
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What is the Best Way 
To Study for the 
CPS Examination? 





by DorROTHY G. LUNDBLAD 
Hartford, Connecticut Chapter 


When I talk with secretaries who plan to take the CPS 
examination, either in the next several months or eventual- 
ly as a part of their long-range personal professionalization 
program, I'm asked this question again and again: What is 
the best way to study for the CPS examination? I have to 
admit that there is no best method of preparation for this 
particular examination other than about twenty years of 
natural curiosity combined with a desire to learn. The 
method depends upon the individual—her education, her 
experience, her job, and her temperament. 

There are, however, some suggestions which may be help- 
ful. For a thorough brush-up, you can take one of the re- 
view courses which are offered by many NSA chapters. 
These review courses are set up as a result of requests from 
secretaries who realize the importance of formal study. 
There is a strong incentive towards learning when you're 
in a group with others who are also eager to learn, and it’s 
easier to stick with your studying when there are definite 
goals for each class session. 

The review method has another advantage. Most courses 
include occasional quizzes and many secretaries are years 
away from their last examination papers, so the quizzes 
help them prepare psychologically for the twelve-hour CPS 
examination. 

If you have the desire and the will-power to study alone, 
select your books from the suggested list (bibliography 
supplied by the Dean of the CPS Institute) and go to it! 
But remember that your study should be spaced rather than 
concentrated. Cramming before examinations may take you 
through the examination, but the facts you learn thorough- 
ly over a period of time stay with you longer. The purpose 
of the CPS examination is to certify a thoroughly prepared 
and experienced secretary, not a woman who has temporari- 
ly acquired enough information to enable her to “get by.” 
If you plan to study four hours a week, you will find it 
more satisfactory to schedule four one-hour periods, or two 
two hour periods, than one four-hour period. 

If you own the books and can mark them, underline the 
points you wish to remember. The ideal way is to read a 
paragraph or a chapter through and then go back and under- 
line, with a pencil, the most important points covered. A 
quick review of these highlights can be made later. 

If you have borrowed the books and cannot mark them, 
the outline form will be more convenient. Select the im- 
portant points and write them down in outline form, thus: 
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I. Major Topic 
A. Subdivision 
B. Subdivision 
1. Supporting detail 
2. Supporting detail 


As part of a long-range program of preparation, you may 
want to enroll in home study or correspondence courses 
from one or more universities. Some authorities believe 
that by enrolling in correspondence courses from several 
universities, you can study all of the major subjects which 
are covered in the examination. 

Finally, take advantage of lectures, workshops, business 
and industrial shows, university extension courses, and dis- 
cussion groups which are offered in your city on CPS sub- 
jects. Although you may not use what you learn immedi- 
ately, you never can tell when you may be able to use that 
knowledge to your advantage. 


New Members of the Institute for Certifying Sec- 
retaries: 


FOR BUSINESS: 
Mr. Karl D. Klein, Personnel Relations Superintendent, 
Monsanto Chemical Company, Cincinnati, Ohio. 
Dr. Eleroy L. Stromberg, Manager, Training and Person- 
nel Research, The B. F. Goodrich Company, Akron, 
Ohio. 


FOR EDUCATION: 
Dr. Frances Merrill, School of Business Administration, 
Drake University, Des Moines, Iowa. 
Professor George A. Wagoner, College of Business Ad- 
ministration, The University of Tennessee, Knoxville, 
Tenn. 


FOR THE NATIONAL SECRETARIES ASSOCIATION: 
Margarette Bibb, 2410 Sterick Building, Memphis, Tenn. 
Jennevie Froistad, 710 Lincoln Ave., St. Paul 5, Minn. 
Ethel Kempe, 364 East Broadway, Apt. 3, Eugene, Ore. 
Annie Mae Moore, 814 Littlefield Building, Austin, Tex. 


CPS BOOSTERS RECEIVE RECOGNITION 


On November 9 Dorothy Bentley and Margaret Treanor 
were among sixteen women in the Lansing, Michigan, area 
who were honored at a dinner, for their outstanding service 
in various business and professional fields during the past 
year. Dorothy received recognition for her work on the pro- 
motion and development of CPS, and Margaret for obtain- 
ing her CPS certificate—she was the first Lansing winner— 
and for her activities as Michigan State President. 
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Changes in Chapter 
Officer Directory 


NEWARK, NEW JERSEY 
Corresponding Secretary 
Mrs. Dorothy S. Kelly 

744 Broad Se. 


OAKLAND, CALIFORNIA 
President 

Marie E. Schwab 

1142 McKinley Ave. 


READING, PENNSYLVANIA 


Corresponding Secretary 
Mrs. Ruth D. Glass 

R. D. 1 

Sinking Spring, Pa. 
WASHINGTON, PA 
President 

Mildred Adams 

100 North St. 
Canonsburg, Pa. 
comepensns eet 
Dorothy M. 
Department 4 ‘Public Assistance 
155 West Beau St. 


NATIONAL pean 
COMMITT: 

Chairman paral No replace- 
ment to date. 


SECRETARIES WEEK 
COMMITTEE 

Margaret Cochran, N. E. 

1836 Auburn Ave. 

Dayton, Ohio 

Mrs. Inez S. Greeson, S. E. 

2352 Denniston Ave. S. W. 

Apt. 174 

Roanoke, Va. 

MINNESOTA STATE OFFICERS 

Treasurer 

Helena Mailand 

793 Mississippi Ave. 

Newport, Minn. 

ROANOKE, VIRGINIA 

Treasurer 

Edith Olinger 

413 Highland Ave., S. W. 

TAMPA, FLORIDA 

President 

Mrs. Frances McSweeney 

Route 1, Box 

Odessa, Fla. 

NATIONAL MEMBERSHIP 
COMMITTEE 

Chairman 

Ella Trousdale 

P. O. Box 603 

Lake Charles, La. 

NATIONAL NOMINATING 
COMMITTEE 

Mrs. Madonna Miller, N. W. 

50614 W. Fourth St. 

Ottumwa, Iowa 

INDIANA STATE OFFICERS 


President 
Phama A. Martin 
P. O. Box 3 


Anderson, Ind. 
Secretary 

Mrs. Becky Heal 
415 N. 2nd St. 
Elkhart, Ind. 


NORTH aay STATE 
OFFICER 

President 

Rosa Miller 

P. O. Box 569 

Hickory, N. C. 

Secretary 

Mrs. Cornelia Farrell 

54 Arco Rd. 

Asheville, N. C. 

Treasurer 

Mrs. Hallie Hicks 

3509 Angier Ave. 

Durham, N. C. 


ALIQUIPPA, PENNSYLVANIA 
Treasurer 

Betty Jane Stiney 

1404 State Ave. 

Coraopolis, Pa. 


ANNISTON, ALABAMA 
Secretary 

Mrs. Nell Landt 

205 E. 15th Se. 


BENTON HARBOR, MICHIGAN 
President's mail to Vice President 
until further notice. President out 
of town. 


BURLINGTON, N. C. 
See 1953-54 officers in this issue. 


CLEARWATER, FLORIDA 
Treasurer 

Lois Sutton 

Palm Harbor, Fla. 


FRANKFORT, KENTUCKY 
President 


Shirley W. Shipp 
215 Capital pod Apt. D-3 


HACKENSACK, NEW JERSEY 
Corresponding Secretary resigned. 
No replacement reported. 
Treasurer 

Patricia S. Mulcahy 

52 Selvage Ave. 

West Englewood, N. J. 
INDIANAPOLIS, INDIANA 
President 

Ruth H. Thorsen 

4103 N. Park Ave. 
INGLEWOOD, CALIFORNIA 
Treasurer 

Mrs. Margaret W. Davenport 
5015 W. 123rd St. 

Hawthorne, Cal. 
JACKSONVILLE, FLORIDA 
Corresponding Secretary 

Audrey N. Long 

6430 Hyde Grove Rd. 
JOHNSTOWN, PENNSYLVANIA 
Treasurer 

Johanna M. LaBuda 

520 Somerset St. 

ORLANDO, FLORIDA 
Treasurer 

Frances Marsh 

1018 East Robinson Ave. 


Welcome New Officers 


HOSIERY TOWN 
CHAPTER 
Burlington, North Carolina 


President 
La Verne May 
802 Security Bank Bidg. 
Vice President 
Jeanne Rader 
P. O. Box 127 


The Secretary 


Corresponding Secretary 
Evelyn Seamon 
214 W. Gilbreath Sr 
Graham, N. C. 


Recording Secretary 
Dorothy Jordan 
154 E. Ruffin Sr. 
Treasurer 
Mrs. Christine B. Sandidge 
1622 Woodland Ave. 


Welcome 
New 
Chapters 


SUBURBANITE CHAPTER 
Huntington Park, California 
President 

Mrs. Edna Souder 

3358 Louise Sr. 

Lynwood, Cal. 


First Vice President 
Mrs. Dorothy G. McCoid 
Howard Supply Co. 
5125 Santa Fe Ave. 
Los Angeles, Cal. 


Second Vice President 
Mrs. Arlo Kinsey 
11468 Kinghorn 
Norwalk, Cal. 


Corresponding Secretary 
Mrs. Eileen L. Flynn 
3201 Virginia Ave. 
Lynwood, Cal. 


Recording Secretary 
Mrs. LaVonne J. Mead 
Rheem Mfg. Co. 
4361 E. Firestone Blvd. 
South Gate, Cal. 


Treasurer 
Mrs. Mabel Otis 
7516 E. Firestone Blvd. 
Downey, Cal. 





GAINESVILLE CHAPTER 
Gainesville, Florida 
President 


Mrs. Ora M. Stanley 
816 N. W. 9th Ave. 


Vice President 
Margaret Newhall 
P. O. Box 225 


Corresponding Secretary 
Mrs. Elsie H. Dunn 
3 N. E. 8th Ave. 


Recording Secretary 
Mrs. Cora L. Orton 
Alachua County Board of 
Public Instruction 


Treasurer 
Mrs. Edith E. Wade 
713 N. W. 25th Ave. 


COEUR DE LA NATIO 
CHAPTER 


Terre Haute, Indiana 


President 
Iris Turner 
Terre Haute Brewing Co., Inc. 
440 S. 9th St. 


Vice President 
Mrs. Jane W. McKinney 
Personnel Placement Service 
Room 515, Grand Opera House 


Corresponding Secretary 
Martha E. White 
1709 Thompson Ave. 


Recording Secretary 
Mrs. Marion E. Cope 
R. R. 3, Box 142 


Treasurer 
Mrs. Louise S. Bratton 
1730 N. Center 
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by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


for the secretary 


Before moving on to the subject of “Negotiable Instru- 
ments” (checks, promissory notes, etc.) consider the follow- 
ing problem as a test of your powers of reason. After all, 
law is primarily a matter of logic. You should, therefore, 
be able to solve this problem without much difficulty. 


On Veracity Island in the middle of the Pacific, there 
lived a group of brown-skinned people who had a great 
passion for the truth. If anyone was caught in a lie, even a 
little white one, he was painted green. From that time on, 
the green men always lied while the brown men always told 
the truth. 


One day three of the inhabitants were standing in a group. 
A blind man approached the group and touched Man Num- 
ber One. He said, “What color are you?” Number One 
mumbled the answer which wasn’t understandable. 


The blind man said, “I couldn't understand you.” 


Man Number Two said, “Number One said that he was 
brown.” 


Man Number Three said, "No, Number One said that he 
was green.” 


From the above, on the basis of clear logic and without 
any trick reasoning, you should be able to tell the colors of 
the Number Two and Number Three Men. Write to me and 
tell me how you arrived at your conclusion. 


Now let’s get down, or up, to Negotiable Instruments. 


The word “negotiable” means “transferable in the ordi- 
nary course of business;” hence, a wife would be non-negoti- 
able since the husband is usually stuck with her. 


The word “instrument,” in a legal sense. refers to a writ- 
ing such as a deed, Will, check, promissory note, etc. Our 
present consideration is, of course, with checks, promissory 
notes, and similar instruments. 


As you know, all business transactions are not for cash. 
Our credit system is so comprehensive that sometimes we 
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wonder if there is any cash business. The minute a bride 
comes back from her honeymoon, she opens charge accounts 
at every store in town. In her charitable moments, she will 
give her husband credit for seeing that she gets credit at 
the department stores. In any event, the husband pays the 


bill. 


Although credit is readily extended in business, the 
creditor often demands security for payment of money to 
become due. This may take the form of a writing, setting 
forth the indebtedness and the terms of payment. 


For example, “Cal” Echo sold Y. B. Greatful five-hundred 
gallons of paint (cosmetics to you) at $1 per gallon, but 
they agreed that Greatful would pay for the paint at a rate 
of $250 per month until Echo was paid, plus interest at 6% 
per annum. Echo asked Greatful to sign a promise of the 
terms in writing. The written promise to pay is called a 
“promissory note.” Greatful is called the “maker” of the 
note and Echo the “payee.” The following illustrates such a 


note. 


__ Thirty Days- gi sont | 
yy a ee —— 


, ee ja _— 
— “quo Hundred Fifty: +, Pittsburgh. Pennsyi¥an 


Ssyable at wood Stree e 
j —— received. wrth interes 
ae. ___ (SEAL) | 


hand ona sal 








my 





Milness 


Next month we'll probably conclude the subject of 
Negotiable Instruments. 
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When you specify any PAX 
Product you get as an 
extra dividend the ex- 
perience, ability and 
special know-how of our 
PAX Research and Testing 
Laboratory, acquired 
through more than a 
quarter-century of con- 
tinuous research and de- 
velopment. 
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FABULOUSLY EFFICIENT- Supeu NEW 


Hecto Ink 


FOR THE SKIN 


See the clear, clean, frosty-fresh pink color — feel the smooth, cool, rich texture 
of the NEW PAX Hecto Ink Cleansing Cream. Watch the speed and efficiency 
at which it works — then you'll know why women enjoy using it. The fine, faint 
fragrance lingers on the skin but is so light that it can’t interfere with personal 
perfumes. Have your buyer send for a free sample on your company letter- 


head today and try it yourself. 
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G. H PACKWOOD MANUFACTURING COMPANY 


Manufacturing Chemists 


1543 TOWER GROVE ROAD -: ST. LOUIS 10, MISSOURI 








accounting, 


simplified 
for 
the busy 


secretary 


by MARY ANN STROTHMAN, C.P.A. 


Cost Accounting is the art of computing and interpret- 
ing expenditures associated with producing a unit of goods 
or services. A steel company is interested in the cost of a 
ton of steel. Department stores must know how much it 
costs to deliver a package. 


Unit costs may be computed for either past or future 
periods. Costs incurred in past periods are said to be “his- 
torical.” Costs which will be incurred in the future are 
referred to variously as “estimated,” “budgeted,” “standard,” 
etc., depending on the nature of the forecast and the cost 
accounting system. 


The period of time in which certain unit costs were or 
will be incurred is important, too. A cost of $100 per net 
ton of steel would be meaningless unless we knew that it 
was applicable, for example, to the month of January, 1954. 


Unit costs are computed and interpreted for three prin- 

cipal purposes: 

(1) To price inventories. 

(2) To aid in establishing selling prices. 

(3) To aid in controlling costs of operations (in this 
instance the unit may also be the service or func- 
tion performed by a certain department for a day, 
week, month, etc. e.g. cost of operating the heating 
department during the month of January, 1954). 

A unit cost almost always contains three elements as 

follows: 

(1) Direct material (e.g. iron ore). 

(2) Direct labor (e.g. rolling mill operator ). 

(3) Overhead (e.g. indirect materials and expenses, such 
as indirect labor (sweepers), indirect material (oil 
to lubricate machinery), and other expenses (de- 
preciation, taxes, etc.). 














The principal problem in cost accounting is the alloca- 
tion of the third cost element (overhead) to specific prod- 
ucts. For example, a company manufacturing electric irons, 
washing machines, and vacuum sweepers in a single factory 
has to ascertain how much of the cost of heating the plant 
is applicable to each product and then to each unit of those 
products. Through the years accountants have devised vari- 
ous means of prorating the overhead to specific products. 
One of the most common methods is on the basis of the 
relative direct labor cost. In this instance the overhead is 
expressed as a ratio of direct labor. In other instances over- 
head might be prorated to the product on the basis of space 
occupied by the facilities producing the product or by the 
relative amount of time consumed on certain machines to 
produce a given product. In some plants the overhead is 
prorated on the basis of the relative selling value of the 
products. Most cost accounting systems use a variety of 
allocation methods, and accountants as a group are by no 
means agreed as to the best methods under any given set of 


circumstances. 


The principal types of cost systems are as follows: 

(1) Process cost systems (used where the same or simi- 
lar products are made repeatedly over long periods 
of time). 

(2) Job cost systems (used to compute the costs appli- 
cable to one-time or infrequent production orders). 

(3) Standard costs, which may be applied in either a 
job cost or a process cost system. 


In subsequent issues we will examine more closely each 
of the particular types of cost accounting systems in common 


use. 
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We paused for several months in our 
letter-writing series, designed to help 
you write more effective, spirited letters 
reflecting your own or your boss’ per- 
sonality. In this issue, however, we'll 
continue our suggestions. 

Perhaps you remember reading in last 
month’s CPS section about the study 
which was made of letters written by 
secretaries on their own, with no aid 
from the boss . . . except when he signed 
his name. 

Nelda R. Lawrence, Associate Profes- 
sor of Secretarial Administration at the 
University of Houston, compiled this 
summary and we are interested in her 
comments about the results: 

“This study certainly was an eye-open- 
er to me, because it is amazing what a 
wide variety of excellent writing is done 
by high-level secretaries throughout the 
country. I realized this especially whet. I 
read the many samples which the sur- 
veyed secretaries sent to us. 

We were pleased to learn that Dr. 
Lawrence was impressed with the exam- 
ples of non-dictated secretarial reading 
which she read because we are particu- 
larly hopeful of improving the stilted 
and stereotyped letters still hindering 
the ease of written communication. 

According to the survey, many of you 
secretaries are composing your own let- 
ters, so we feel sure that you are eager to 
be correct as well as original, although 
perhaps we have emphasized individual- 
ity more than form. There are some 
parts of your letter, however, which do 
demand correct form, and we're going to 
give special attention to two of these 
parts: the Salutation and the Ending, or 
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—as it’s called—the Complimentary 
Close. The rules you must know are few 
but specific. 

The salutation is always typed two 
spaces below the inside address, lined up 
with the left-hand margin. 

In closed punctuation a colon is used 
after the salutation. A semi-colon or a 
dash is incorrect; a comma is used only 
in your social correspondence. One of 
the new trends is to omit punctuation 
completely after the salutation. (If you 
follow this style, your entire letter must 
conform, with punctuation between the 
day and the year in the date line and in 
the body of the letter only.) The most 
accepted form, however, is the use of the 
colon. 

The first word of the salutation is 
capitalized. Dear is capitalized only when 
it is used as the first word, as Dear Mr. 
Wilson or My dear Sir. 


Formal, official salutations are: Dear 
Sir, Dear Madam—used in addressing a 
married or an unmarried woman—and 
Gentlemen, used in addressing two or 
more men, a corporation, a committee, a 
post office box, or a firm composed of 
men. 


Informal or friendly salutations are: 
Dear Mr. Clark, My dear Miss Williams, 
or Dear Kieth. 


Dear Sirs isn’t commonly used in this 
country, except by some banks and law- 
yers. The only titles which are ever ab- 
breviated in salutations are Mr., Mrs., 
and Dr. 


It’s wrong to use a persons’ name as 
a salutation, omitting the word Dear, 
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No. 9 in a series of articles on Letter 
Writing Technique, written by 
your publisher exclusively 
for THE SECRETARY 





as Mr. John Emerson. Correctly, the salu- 
tation is Dear Mr. Emerson, or, if you 
know him well, Dear John. 

If the first line of the inside address 
contains the name of an individual, ad- 
dress the salutation to him. If the first 
line of the inside address is made out to 
a company, make your salutation plural. 





(continued on page 23) 











How to I Make 
INVISIe8Le 
Erasures 










With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
—or your money back. 


RUSH- 


-FYBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
1068 S. Clinton St., Syracuse 4, N. Y. 
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This new “mobile” coiffure is 
appropriate for an office, as 
well as being romantic and 
alluring for evening, thus mak- 
ing it doubly appealing to all 
careerists. The backswept move- 
ment of the waves form an 
aureole around the head, ac- 
centuated by the curl artistry 
at the nape of the neck. 
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This version of the “mobile 
coiffure is casual without being 
careless, and is suitable for an 
office. Note that it is not a ver- 
sion of the Italian Boy coiffure, 
but is carefully designed to 
give a neat appearance. There’s 
a definite pattern with the soft 
wave asymmetrically swirled 
around the head. 


Keeping well-groomed is a necessity 
to career women! Unfortunately, you 
are the women who usually have the 
least time for grooming essentials and 
tricky coiffures. 

According to the National Hairdress- 
ers and Cosmetologists Association, short 
“mobile” coiffures are making headline 
news. They have charm, and a dash of 
shining sophistication, too, if it suits 
your personality. They are right for any 
age group, because they are designed to 
enhance your individuality, whether 
you're the ingenue, the more mature 
woman, or the cosmopolitan. 


Mobile coiffures combine simplicity 
with free-flowing waves and wisps of 
curls sometimes at the sides, at the nape 
of the neck and perhaps at the forehead. 
Another interpretation for the more so- 
phisticated woman is a short pompadour 
of soft waves with the sides backswept. 
If a forward movement is best suited to 
you, try a sleek, shining waved move- 
ment at the nape of your neck that flows 
forward and upward, to end in shell-like 
scrolls and wisps around your face. 

Your coiffure depends largely on your 
way of life. It should be designed to your 
figure, facial contour, and personality. If 
you are the casual, outdoor type, your 
hairstyle should be functional and sim- 
ple. If you are the social type and regu- 
larly attend gala activities such as the 
theater, concerts, dinner parties, or 
dances, your coiffure may express a bit 
more high fashion. The length, of course, 
whatever your type, should be “femi- 
ninely short.” 

Your coiffure must definitely be 
chosen to complement the shape of your 
face. You may admire a picture of a 
lovely coiffure on a pretty girl, but the 
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same coiffure may be completely wrong 
for your type of face. Your coiffure must 
be designed to flatter you alone. 


Your Coiffure and Facial Type 

There are several definite facial types 
... the oblong, the round, the triangle- 
shaped, the square, and the diamond- 
shaped. The square face usually calls for 
upward lines to give the illusion of an 
oval face. The round face also calls for 
this upward effect high at the sides. For 
the diamond face, the hair should come 
over the tip of the ear; bangs are also 
effective. With an oblong face, a side 
part usually softens the temple and fore- 
head line and ovalizes the jaw line. 
There may be curled fullness over the 
ears and smoothness over the top for 
flattery. Ask your hairdresser which type 
of coiffure would be most becoming to 
you. If your face is not right for the 
style of coiffure you like, your hairdress- 
er will advise you what és right. Perhaps 
you're parting your hair on the right 
side, while a center part would be more 
attractive. It’s always fun to try a dif- 
ferent part in your hair, anyhow. 


Hair style consultants of famous film 
beauties believe that becoming coiffures 
are important to a successful dramatic 
performance just as the diaiogue and 
characterization are. Helen Hunt, a mem- 
ber of Columbia Pictures hairdressing 
department for twenty-four years, be- 
lieves for both dramatic and off-screen 
appearance, a girl should experiment 
until she finds the most flattering hair- 
do. This is good advice for al] women. 
You shouldn’t be afraid to try a new 
coiffure, and you should always watch 
the fashion trends of coiffures. If you're 
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still wearing a poodle cut or a stiff up- 
sweep, your hair style is passe. 

The new coiffures are flattering to the 
profile and with the new necklines. Their 
backswept effects and short locks also 
enhance earrings. These coiffures are 
attractive from any angle or view, and 
are often as interesting from the back as 
from the side or front, yet they are easy 
to manage. 


Importance of Permanent 
and Shaping 

The most important requisite in de- 
signing your pattern for glamour is an 
expert customized shaping and tapering 
of your locks by a professional hair- 
dresser. It is your shortcut to beauty and 
should be deshaped frequently enough 
to keep your coiffure trim and smart. 

These casual coiffures may be brushed 
into place in a minimum of time. For 
more action and body in the hair, you 
need a soft professional permanent, no 
matter how short your hair is. Today's 
professional permanent is a reflection of 
many years of highly specialized train- 
ing, skill, and experience of hair and 
beauty specialists. You may be assured 
that an expert hairdresser will select the 
right type of permanent for your par- 
ticular type of hair. Hair with some 
natural curl often becomes straggly at 
the nape of the neck and needs a soft 
permanent especially in the wintertime. 

It’s always a sad experience to have 
your hair look lovely one day and com- 
pletely awry a couple of days later. 
However, if you have your hair pro- 
fessionally shaped and the proper amount 
of permanent, you won't have to worry. 
A professional permanent and haircut 
will make your hair more easily man- 
aged after you leave the beauty salon. 
With just a moment's brushing, your 
hair can look neat and glamorous. Daily 
brushing will also add to the beauty of 
your hair. Separate the hair into medium 
small sections, brush each section thor- 
oughly, and wipe the brush often on dis- 
posable tissues. For other advice on 


home care for your hair style and type 
of hair, consult your hairdresser. Most 
important of all, you should become 
hair-brush minded. 


Importance of Shampoo 

To keep well-groomed and tidy, you 
should have your hair shampooed week- 
ly. There are different types of sham- 
poos available, and your hairdresser will 
know the type that is best suited to your 
hair. Is your hair oily? Is it unusually 
dry? Has it been bleached? The skilled 
operator will know which shampoo is 
best to use. You may need a medicated 
shampoo to return your scalp and hair 
to health. Skilled fingers will gently 
massage your hair, stimulating the seba- 
ceous glands and making them more 
active. If these glands are not properly 
stimulated hair shafts are not supplied 
with a sufficient flow of natural oil. 
Rinsing the hair with a professional 
spray is most desirable, as it thoroughly 
cleanses the hair of all soap residue, 
making it more lustrous. 


Your Hair Color 

A temporary hair rinse gives high- 
lights and intensifies the hair color. Hair 
color may be revitalized so that your 
hair is truly a “crowning glory” and 
gives you more glamour. Gold is often 
added to faded blonde hair. If your hair 
is becoming prematurely gray, you may 
wish to have a color wash. If you feel 
that it is dull or rather streaked and un- 
becoming, you'll want it brightened and 
made more becoming. 

Whether a temporary rinse or more 
permanent hair coloring is chosen, it is 
necessary to rely upon an experienced 
beauty specialist to apply it properly. 
For every shade—whether you’re a 
blonde, brunette, redhead, or silver-gray 
—there are new tints and color sham- 
poos to brighten your hair. 

Remember that a becoming coiffure 
is important to you, your career, and to 
your entire life. 
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The 


Wa ldorf- Astoria 


Host for Your 
1954 


National Convention 


by ANTIONETTE T. MADDALO 
Housing Chairman, New York City Chapter 


The Waldorf-Astoria occupies a unique place in the life 
of New York City and of the nation. 


One of the world’s great monuments to hospitality, the 
hotel covers an entire city block extending from Park Ave- 
nue to Lexington, from 49th to 50th Streets. The location 
is in the heart of the city’s smart shopping and residential 
districts, near the Broadway entertainment area and con- 
venient to airports, highways, and trains. 


The world’s tallest hotel, the building extends 47 stories 
above the sidew ‘ks and three below, with 2,200 guest 
rooms. 


The Waldorf has sheltered diplomatic dignitaries in 
drawing up international agreements. 


Other gatherings have celebrated great anniversaries, 
marked the culmination of achievements of city-wide im- 
portance, spurred welfare drives, and extended through all 
phases of life of metropolitan residents from church and 
school functions to such personalized occasions as mar- 
riages, debuts, and family get-togethers. 


The Waldorf-Astoria serves five separate and distinct 
functions. For the occasional and transient visitor, com- 
fortable accommodations are provided with individual and 
suite combinations of rooms. Emphasis is placed upon 
privacy, making a home for the visitor away from home. 


The utmost refinements of modern living are found in 
the permanent apartments of the hotel both in the main 
structure and*in The Towers, the portion rising from the 
28th to the 42nd floor, with its private motor entrance and 
its own bank of elevators. 


Accommodations may be booked for lengthy periods of 
time in this area or by the season. 

A third enterprise is represented in the restaurant serv- 
ices which carry on traditions of fine cuisine of world- 
wide fame. 
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Enterprise number four provides for public functions 
such as large dinners, balls, banquets, expositions, conven- 
tions, receptions, concerts and theatricals. Complete stage 
and dressing room facilities are available with the most ad- 
vanced electrical equipment for creating stage effects and 
overall dramatic settings, using the handsome background 
of the Ballroom itself. 


The fifth facility is represented in the rooms for enter- 
tainment on the third and fourth floors which may be used 
singly or en suite to provide attractive accommodations for 
private social affairs of large or small scale. 


Each of the five general divisions involves self-contained 
physicai and staff departments. Special architectural features, 
equipment and furnishings as well as organization arrange- 
ments to carry out each of the separate functions are pro- 
vided and at the same time each unit has the benefit of be- 
ing a part of a unique and efficient general organization and 
mechanical plant. 

The third floor of The Waldorf-Astoria will be the off- 
cial headquarters for all NSA members during the 1954 
convention. The management and staff will lend what- 
ever assistance they can to your hostess, the NEW YORK 
CiTy CHAPTER, to help make this convention a memorable 
occasion. 

The official reservation form and rate listings will be sent 
to you sometime in January. Reservations will be handled 
on first come, first served basis; therefore, make your reser- 
vation as soon as you have received all details. 
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Southeastern 
Regional Meeting 


The only Regional Meeting in the Southeast was hos- 
tessed by the Roanoke Chapter in Roanoke, Virginia, on 
November 6, 7, and 8. Defying ice, sleet, and snow, one 
hundred and two sturdy NSAers—representing nine states 
and the District of Columbia—arrived by bus, train, plane, 
and automobile—some almost a day late. 

Held in the elegant Hotel Roanoke, the meeting was 
considered a success from all aspects, from the reception 
Friday evening to the portable typewriter door prize which 
was won by one of Roanoke’s own members, Angie Jamison. 

Marguerite Dodds, Southeast Vice President, presided at 
the Regional, whose theme was “CPS—The Secretary— 
Management.” On Saturday morning the panel discussion 
was moderated by Ruth Layman of the Roanoke Chapter; 
participants were Mrs. Dorothy DuBay, Southeastern repre- 
sentative on the CPS Institute, from the Monumental Chap- 
ter in Baltimore; Barbara Wendt, CPS from Washington 
D. C.’s Presidential Chapter; and Roy C. Herrenkohl, Vice 
President of the Colonial-American National Bank in 
Roanoke. 

The business sessions included reports from national 
committees on Education, the NSA Home Fund Project, 
and State Organization, as well as reports from three new 
national committees: Public Relations, National Achieve- 
ment Award, and National Secretaries Week. 

Speaker at the banquet on Saturday night was John 
Garrett, the Western Division Manager for Dale Carnegie 
Courses. Mr. Garrett is a CPS, too, though his degree means 
Certified Public Speaker. He suggested three ways to in- 
crease your sense of business well-being: at least once a day 
give someone a deserved compliment; be sincerely inter- 
ested in your fellow-employee; and develop a positive ap- 
proach toward your work and fellow-workers. 

Mrs. E. H. Ould, Sr—a woman who taught school, mar- 
ried her boss, reared a family, and eventually became a 
grandmother—is now back at work counseling those who 
are encountering difficulties. Mrs. Ould topped off the 
country-ham breakfast on Sunday morning by explaining 
her philosophy:. not complaining, not thinking about your- 
self all the time, but keeping busy doing the most superior 
job you can and taking a genuine interest in others. (That 
was the second time that point had been emphasized. ) 

Chairman of the meeting was Mrs. Evelyn Hawks; Mrs. 
Mildred McChesney is president of the Hostess Chapter. 

Plans for the Southeastern District Meeting which will 
be held at the John Marshall Hotel in Richmond on Febru- 
ary 19, 20, and 21 were presented by Pauline Hough, past 
president of Richmond’s Old Dominion Chapter. Features 
of this meeting will include a tour of old Richmond and a 
keynote address by Robert Slaughter, representative on the 
CPS Institute and main speaker at the Washington D. C. 
NSA National Convention. 
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Dates to Remember 


NORTHEASTERN DISTRICT 
STATE MEETINGS 

New Jersey 

Time: March 27 

Place: Paterson 
Pennsylvania 

Time: April 2-4 

Place: Yorktowne Hotel, York 
Indiana 

Time: April 23-25 

Place: Severin Hotel, Indianapolis 
Illinois 

Time: April 24-25 

Place: Alton 
Wisconsin 

Time: April 30-May 2 

Place: Green Bay 
New York 

Time: April 30-May 2 

Place: Hotel Niagara, 

Niagara Falls 

Ohio 

Time: May 14-16 

Place: Dayton 
Michigan 

Time: May 21-23 

Place: Muskegon 


REGIONAL MEETING 
New England 
Time: May 7 
Place: Elton Hotel, 
Waterbury, Conn. 


NATIONAL CONVENTION 
New York City 

Time: July 21-24 

Place: Waldorf-Astoria Hotel 




















ABSOLUTELY SAFE ...NO CARBON-TETRACHLORIDE 
TO GUM AND GOO/ 


with the amazing 
type cleaner... 









Cleans type CLEANER... Easier! Sturdy 
dauber prevents spattering. Non-inflammable. 
Slow-evaporating and therefore more econom- 
ical. Make your letters SPARKLE. Save time and 
money. Anyone who has to produce GOOD 
letters will appreciate this reliable dirt-chaser! 





60¢ at all stationers 


and typewriter dgalers 
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In the usual order: George Gow, of the Gorham Silver 
Company; Mrs. Clair Daley, third place winner; our 
NSA blue-ribbon winner; Mrs. Jean Ehlinger, second 
prize winner; and B. G. Sparks, manager of Hudson’s 
silver galleries. 





NSAer Wins Table Setting Contest 


Here’s Ida Grenier’s prize-winning table, set 
for a child’s birthday party with the animation 
of a Barnum and Bailey circus. 

Photo by DETROIT NEWS 
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“I've always liked to fuss over meals and table settings, 
but I certainly never dreamed it would pay off!” 

That's Mrs. Ida B. Grenier’s reaction to winning first 
prize in the annual table setting contest at the J. L. Hudson 
Company in Detroit. Sponsored by the Gorham Silver Com- 
pany, the contest “paid off” in four place settings of Ida's 
choice of Gorham’s silver patterns. 

Recording Secretary of the Detroit Transcript Chapter, 
Ida represented NSA in the contest, which was open to 
business and professional women’s clubs. 

“I hope this helps to prove that secretaries are really 
all-around efficiency experts,” said the blue-ribbon winner, 
secretary to the Vice President in Charge of Engineering 
and Research and to the Director of Research at the Detrex 
Corporation, a chemical concern. 

“T'll have to admit, though, that it was my three-year-old 
grandson, Eddie, who gave me the inspiration.” 

Ida’s gayly-decorated table carried a circus theme and was 
set for a child’s birthday party. Individual birthday cakes 
were arranged around a big toy lion with a clown on top. 
The centerpiece was placed on the revolving center of a 
Lazy Susan. 

Combining yellow straw mats with gay “farmhouse” 
china and matching mugs, Ida selected sterling silver in a 
simple pattern and large green napkins to complete the 
place settings. Scattered in a colorful array around the table 
were other items that would delight a small child: straw 
animals loaded with suckers, wooden pigs and turtles stuck 
with gum drops on toothpicks, and carefree beanbag clowns. 

Hudson’s, one of the top department stories in Detroit, 
displayed Mrs. Grenier’s prize table along with the second 
and third place winners’, in their silver department. 

In private life Ida is the wife of Charles H. Grenier and 
the mother of two sons: Chuck, who will graduate from the 
University of Detroit next year, and Frank, the father of 
Ida’s “inspiration.” 

In addition to qualifying as a wife, mother, grandmother, 
secretary, and contest winner, Ida is also a gardener and an 
amateur photographer. She claims that the fourteen years 
she has spent in the business world—ten of them in her 
present position—have helped her learn how to make the 


most of her time. 


The Secretary says “Bravo” 
to Ida Grenier, a woman 
who manages to make 
the jobs of careerist 


and housekeeper seem 


as simple to combine as 


bacon and eggs. 





ntertain, Says 


9 


a tl OU DOVE 


Recently, in an interview with the Ford Rouge News, 
Mrs. Grenier revealed her warm personality and ability to 
plan cautiously—as well as describing two of her favorite 
“quickies.” 

“My liking for cooking unusual dishes and my love of 
entertaining have been an incentive to investigate short 
cuts,” she explains. 

“With the aid of a pressure cooker, an automatic timer 
on the stove, and an adventurous spirit for trying out new 
dishes, mealtime is a pleasure at our home. 

“Entertaining can be lots of fun even for the busy work- 
ing wife,” Mrs. Grenier pointed out, “if you only remember 
to do all your fussing ahead of time, so you won't appear as 
a martyr for the rest of the evening. 

“Why, I've had more fun over a sandwich and a cup of 
coffee than I've had over regal trimmings and a half dead 
hostess who made me feel guilty for having shown up.” 

Here are two of Ida’s “quick-and-easy” recipes for those 
occasions that make cooking with one eye on the clock a 
must. The first is a basic spaghetti sauce that can be easily 
converted to chili con carne. 


Spaghetti Sauce 


1 pound ground beef 

1 pound ground pork 

1 can tomato paste 

1 can tomato soup 

4 tablespoons meat drippings 
4 green pepper, minced 
salt and pepper to taste 
garlic sauce, optional 

few drops tabasco sauce 

2 large onions 

Brown onions in drippings, add meat, and continue 
browning until meat is all separated. Add seasonings, 
tomato paste, and soup and about three cups of water. 
Cook in pressure cooker for ten minutes. 

For spaghetti sauce, mushrooms may be added. For 
chili, add chili powder to suit taste, about one cup 
canned tomatoes, canned red beans or kidney beans 
in amount in proportion to sauce used, and simmer 
about fifteen minutes. 


The second recipe is for “chicken a la king in a 
hurry.” 
1 cup diced cooked chicken 
1 can cream of chicken soup 
1 small can button mushrooms 


Yy cup peas 
pimento (optional ) 

Slowly heat soup to which has been added one-half 
cup water and one chicken bouillon cube. Add diced 
chicken and other ingredients and thicken to suit 
taste. Serve in patty shells or toast points and garnish 
with pimento. 

To add a colorful contrast, serve the chicken dish 
with a cottage cheese and tinted green pear salad, and 
you'll be sure to win an encore, says Ida. 
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Will You 
Be Lucky 


Next Time? 


In Florida a nursing home burned . . . 32 patients and 
a nurse died. 

In Massachusetts, a dwelling was swept by fire... a 
mother and eight of her ten children died. 

In New Jersey, fire broke out in a brewery . . . 14 work- 
men died, trapped in huge fermentation tanks they were 
building. 


In Chicago, fire raced through an electrical appliance 
plant . . . 34 died. 

According to the National Board of Fire Underwriters, 
those were among the worst fires in recent months. You 
probably read about them, but chances are you forgot them. 
It’s only human to want to forget the unpleasant, to hope 
that it won't happen to you. 





Make sure your cigarettes 
and your boss’ cigars 


are out. near a fire. 
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Don’t use flammable liquids 
in a closed room or 





Last year 11,000 persons died 
as a result of fire. Here are 
ways you can help safe-guard 


your office and your home, 


sO you won't be a casualty this year. 


Actually you're very lucky when you consider that last 
year some 11,000 persons died as a result of fire; that 
300,000 homes burned; that nearly 50,000 places of busi- 
ness and 22,000 manufacturing plants had fires. 


Some fire hazards are found in almost every type of 
business. Here are some tips on what you can do to prevent 
or remove them: 


Smoking: This will always be a prolific cause of fire. 
Be sure every cigarette is out before you throw it away. 
Don’t smoke near inflammable materials or liquids. Obey 
“No Smoking” signs. Smoke only where smoking is per- 
mitted. 


(continued on page 22) 





Keep wiring in good condi- 
tion and don’t leave ap- 
pliances unattended. 


and rags; they can 
dangerous. 


The Secretary 





Throw away old newspapers 
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A businessman tests “Travel Talk” while an interested secretary 
watches at the recent National Business Show. 


Has your boss ever thought of an “office away from the 
office?” Dictaphone Corporation apparently has been con- 
sidering such a business haven, for they've come up with a 
new idea called Travel Talk, which will let your boss dictate 
in public places as easily as he does in his own office. 


This unique installation was unveiled at the recent Na- 
tional Business Show in New York (described in the Octo- 
ber issue of The Secretary). It consists of a desk-size booth 
with a built-in Dictaphone Time-Master dictating machine. 
Three sides of the booth are sound-proofed for privacy and 
a comfortable chair completes the set-up. 


All your boss will have to do to use this machine is insert 
a quarter in a coin slot. A Dictabelt record pops out imme- 
diately, and it’s good for fifteen minutes of dictation. An 
air mail stamped envelope is also supplied. A second coin 
slot and another quarter activates the Dictaphone for ten 
minutes of additional dictating. 


Although Travel Talk has just been introduced for the 
man on the move, more than fifty booths are now in produc- 
tion. Two trial installations are currently operating at Lon- 
don, Ontario, and Cleveland, Ohio, and users seem to 
have taken to them with enthusiasm. Dictabelts may be 
mailed to home offices for listening or transcribing. If the 
user doesn’t own Dictaphone equipment, transcribing may 
be done locally through the hotel where he’s stopping. 


Surprisingly, this new invention is not the work of a 
travel-harassed businessman nor of a hustling dictating 
machine salesman, but of a young man who is a recent 
Washington and Lee graduate. This young man, John Schu- 


The Secretary 


“Travel Talk” 
Makes On-the-Spot 


Communication 


Easy 


macher, used dictating facilities while traveling on a research 
assignment during his senior year at college, and from this 
experience he developed the idea for the coin-operated dic- 
tating installations. 


More why-and-wherefore information: John graduated, 
teamed up with William Sherwood Howe, an executive of 
Willys-Overland, and established a factory and offices in 
Akron, Ohio. 


According to President Howe, Travel Talk installations 
will be available in leading hotels, airports, railroad stations, 
motels, and clubs. “We'll have our services available any- 
where businessmen need to communicate while on the road, 
and that’s almost anywhere,” Howe claims. 


“The modern traveling executive not only travels with a 
bulging briefcase, but his head also bulges with ideas that he 
wants to put on paper quickly and efficiently. It’s our feeling 
that Travel Talk fills a definite need, prompted by the tre- 
mendous growth of our economy over the past few years 
and the increased acceptance of the lightweight electronic 
Dictaphone Time-Master with its mailable, plastic Dictabelt 
record.” 


Travel Talk officials state that the current installations 
are being used principally for communication in the form 
of letters and reports to home offices, as well as for memos, 
notes to customers, and two-way conferences. 


If your boss hasn't heard of this latest short-cut to on- 
the-road efficiency, we think he will be interested, so tell 
him about Travel Talk. He can watch for its developments. 
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Moto mate... 


a guide to office 


LABEL PRINTER (197) 


This compact spirit process machine 
will print gummed labels, tags, and cards. 
Made by the Duplicopy Co., it will repro- 
duce 100 units a minute in as many as 5 
colors at one time. Even string or wire 
tags can be run on it. Anything typed, 
written, or drawn on the master unit can 
be printed. No inks, gelatin, or stencils 
required. Feeds automatically, has rubber 
suction feet, bearings that are sealed in oil. 


610 Woop STREET 





PITTSBURGH 22, PA. 


Gentlemen: 
I would like further information 
on the items circled below: 


197 198 199 200 201 


Name 


Address 
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FOOT WARMER (198) 


Electro mat, made by Interstate Rubber 
Products Corp. in Los Angeles, is 14”x21” 
and weighs about 5 pounds. It’s small 
enough to be moved from desk to desk 
without difficulty, and uses only as much 
power as a 100 watt light bulb. High 
grade rubber construction insures long 
life. Many employers believe that cold 
feet can lead to illnesses, and that this 
mat has reduced absenteeism. 


POSTURE CHAIR (200) 


This 20th Century Chair is the latest in 
a special line of Do/More posture chairs 
designed for typists and secretaries. Built 
to accent style and comfort, it has a mold- 
ed foam rubber backrest and seat, with a 
“waterfall” front to eliminate too much 
pressure behind the knees. It comes in a 
variety of finishes including brown, green 
mahogany, and blonde maple, and is in- 
dividually adjusted by a trained seating 
specialist. 


efficiency 


CORRECTION TAPE (199) 


Corrections on fluid duplicator masters 
can be made cleaner and faster with 
PRES-a-ply correction tape, made by Den- 
nison Manufacturing Co. All you do is 
measure the place to be corrected, press 
the self-adhesive tape on the back of the 
master, and retype. The master doesn’t 
have to be removed from the typewriter. 
No messy, carbon-stained fingers; no 
scraping, erasing, or smearing; no waste; 
no moistener; no dispenser needed. 


PENCIL SHARPENER (201) 


Durable, all-steel, this Apsco Atlas pen- 
cil sharpener has a frame of heavy gauge 
steel welded to a solid steel base, supplied 
with 3 screw holes for rigid permanent 
installations. A replaceable ring gear and 
bearing makes it unnecessary to demount 
the base after initial installation. The 
heavy duty cutter head and cutters are de- 
signed for easy installation on new re- 
placement cutters. Gray hammerloid fin- 
ish with chrome trim. 
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NEWS . 





Today the annual sales of 
27 U. S. corporations exceed 








$1 billion; before World War 
II only 4 firms passed that 
figure. Two of the 27, For- 
tune Magazine points out, 
are privately held: Ford and 
A&P. General Motor's an- 
nual sales--nearly $10 bil- 
lion are comparable to the 
entire economy of Italy. 

* * * 

On December 6 the U. S. 
Steel Corporation's total 
output broke the 1951 record 
of more than 105 million 
tons. The expected 1953 to- 
tal of 112 million tons will 
be 20% above 1952. The So- 
viet Union's steel output 
for 1953 is estimated at 
42.5 million tons, or 10% 
above 1952. 

* * * 

More than 6 million TV sets 
were produced during the 
first 10 months of 1953, ac- 
cording to the Radio Elec- 
tricians and Television 
Manufacturers Association. 
This figure is nearly double 
the 3,394,700 million sets 
produced in a Similar period 
last year. 











According to Automotive 
News, new car inventories 
amounted to 499,090 units on 
December 1--100,000 below 
November 1. Dealer profits 
are said to have declined. 
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The 11 month total of con- 
struction contracts award- 
ed in 37 states east of the 
Rockies amounted to $16.1 
million, or 5% above last 
year. 


BUSINESS ACTIVITY AND THE 
ECONOMY CONTINUED TO SHOW 
BOTH FAVORABLE AND LESS FAV- 
ORABLE SIGNS. According to 
Economic Indicators pub- 
lished by the President's 
Office of Economic Advis- 
ers, November was charac- 
terized by a slight drop in 
employment, in the average 
work week, and in overtime 
employment. However, con- 
struction activity was in- 
creased and personal income 
was running substantially 
ahead of last year. Manu- 
facturers' inventories, as 
reported in the New York 
Times, fell from $46.5 to 
$46.2 million in October, 
while exports, on a monthly 
rate, are nearly $50 million 
ahead of 1952. 


* * * 





Business forecasters are 
divided on 1954 prospects, 
ranging from a 10% DIP TO A 
5% RISE. Part of the divi- 
Sion of opinion arises be- 
cause last year's predicted 
drop in construction and in- 
vestments didn't material- 





Dear Boss, 


feel you'll be 


j interested 
pag condensed for 
‘ teeeping po 


sted" pleasure. 





Executive 


ize. Forecasters see a pos- 
sible reccurence of their 
1948 error, when pessimis- 
tic reports failed to assess 
accurately the effects price 
drops would have upon the 
large pool of pent-up, liq- 
uid savings. 

* * * 


The Dutch East India Com- 
pany paid 3600% in divi- 
dends, or an average of 18% 
per year, during the two 
hundred years it existed. 
This is a record historians 
claim is unsurpassed. For 
the first three years of op- 
eration--1605, 1606, and 
1607--the dividend rate was 
15%, 75%, and 40%, respec- 
tively. 


According to the York Re- 
port, more than 250,000 PER- 
SONS ARE NOW ENGAGED IN RE- 
SEARCH WORK IN U.S. LABORA- 
TORIES, as compared with 
20,000 persons thirty years 
ago. These figures indi- 
cate the tremendous concern 
for the future which our 
country feels for all phases 


of human activity. 
a * * 


United Airlines states 
that stewardesses now aver- 
age 29 months of service, as 
compared with 18 months dur- 
ing World War II, before be- 
ing grounded--by matrimony. 







































Will You Be Lucky 
Next Time? 


(continued from page 18) 


Electric Wiring and Cords: Never hang extension cords 
from nails or hooks, or run them under carpets. Don't 
fasten them to the wall with tacks: have approved wiring 
installed by an electrician. Replace all worn or frayed cords 
on appliances. 


Electric Lights: See that no contact is made with cloth 
or paper shades, or other combustible material. Have 
“trouble lights” adequately protected against breakage. 


Electric Fuses: Fuses are safety valves: burned out fuses 
indicate a short circuit or overload. Check your wiring and 
appliances. Replace blown fuses with new fuses of proper 
capacity (15 amperes for homes). Never bridge fuses with 
coins or other metal. 


Electric Irons: In commercial establishments, electric 
irons should be equipped with a pilot light to show when 
current is on. Always disconnect iron when not in use, or if 
you leave the ironing board. Keep iron on metal or asbestos 
pad when heated. 


Electric Appliances: See that wiring is in good condition. 
Use appliances only for purpose intended. Keep motors 
lubricated to avoid overheating. Avoid overloading. Don't 
leave appliances unattended with current on (except those 
thermostatically controlled). 


Flammable Liquids: Don’t use flammable liquids in 
closed rooms, or anywhere near an open flame or sparks. 
Liquids such as gasoline, benzene, and naptha give off heavy 
vapors that can flow along the floor 200 feet or more to 
open flame, and flash back to container. 


Storage Rooms: All goods in storage rooms should be 
neatly arranged, with proper spacing and ventilation. Ade- 
quate space should be allowed around sprinkler heads in 
order to give good distribution of water in case of fire. Fire 
doors must be kept clear of stored goods. 


Oily Rags: Rags containing vegetable, animal or fish oils, 
or paints, are subject to spontaneous ignition and start fires 
in themselves. They should be stored in tightly closed metal 
cans, or hung up with plenty of air space around them to 
dissipate the heat, or if not needed, removed from the build- 
ing or burned after using. 

Now for your home: to make #¢ really fire-safe, inspect it 
from cellar to attic. Take the basement, for instance. It’s the 
nerve center of your home and the spot, incidentally, where 
one-third of all home fires start. So let’s begin there and 
check it for fire hazards. 

The first is ruabbish—old magazines and paper, furniture, 
old rags, and other combustibles. Get rid of them. Next is 
the furnace. It’s dangerous when dirty. Have it cleaned regu- 
larly, and don’t put off necessary repairs. See if the ceiling 
and walls near the furnace feel hot to your hand. If they do, 
you might need additional insulation to keep them from 
charring or catching fire. If in doubt, check with an experi- 
enced repairman. 
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Let's be sure, also, to provide covered metal cans for 
ashes. Never place them in wooden or paper boxes. And 
finally, don’t try to repair automatic heating units yourself, 
unless you are qualified to do so. 


GREASE FIRES 


Now for the kitchen: Ever had a grease fire in the stove? 
You won't, if you clean the oven regularly, but if a grease 
fire does start while you’re cooking, here’s how to put it 
out: Cover the burning pan with a large flat cover or 
smother it quickly by sprinkling ordinary baking soda on it. 

Perhaps you like to do your ironing in the kitchen: Many 
housewives do. But too often they forget, when interrupted, 
to unplug the iron. The newer irons have thermostats and 
are fairly safe even when the current is left on indefinitely. 

Now, how about that dry-cleaning you sometimes do in 
the kitchen. It’s a risky business, unless you use only those 
cleaners which are classified by Underwriters’ Laboratories, 
Inc., as safe. It seems hardly necessary to caution against 
explosive cleaning fluids, such as gasoline or naptha. Yet 
hundreds disregard such warnings and every year are pain- 
fully burned and their homes set on fire. 


LIVING ROOM HAZARDS 

In the living room, your television set may become a fire 
hazard. Quite likely you’re responsible for that, too, if you 
tinkered with the wires, or covered up the ventilating holes 
that dispose of accumulated heat. 

While we're on this subject, what about a lightning rod? 
The television aerial may increase the danger of lightning 
striking your house. A properly installed lightning arrester 
would overcome this hazard. And before you forget, move 
the set so that sunlight can’t fall on the magnifying lens. 
Remember the fish-bowl! Magnified sun rays have been 
known to set fires! 

How about your lamp cords and extension cords? Are 
they worn or broken? If they are, replace them with cords 
bearing the UL tag. And if fuses blow frequently, have an 
electrician inspect the wiring. 


DON’T SMOKE IN BED 
In the bedroom you should take adequate precautions to 
overcome these hazards: 


1. Falling asleep while smoking in bed. Toxic gases from 
the smoldering mattress are likely to render you un- 
conscious before the heat can rouse you. 


. Failing to turn off a portable oil or gas heater before 
going to bed. Many persons suffocate because they used 
unvented oil or gas heaters in tightly closed rooms. 
Above all, don’t place them in a position where they 
can easily be overturned. 


3. Using lighted matches to search in dark closets. A 
flashlight would be easier to use and much safer. 


The attic, unlike the basement, can be made fire-safe 
rather quickly. Get rid of those old clothes, broken toys, 
discarded furniture, and magazines you have never read. 
They'll add fuel to the fire—if and when. 

It’s better to know that your home or office is fire-safe 
instead of merely hoping it is. Start 1954 by following the 
suggestions you've read above, and you'll know you've done 
everything you can to make your office or your home fire- 
safe. 


Nn 


The Secretary 





Take a Letter Please 


(continued from page 11) 


For example: 

Mr. James T. Cochrane 
Ferguson Tool Company 
203 Western Avenue 
Duluth, Minnesota 


Dear Me. Cochrane: 


Ferguson Tool Company 
203 Western Avenue 
Duluth, Minnesota 


Gentlemen: 


We repeat here what we've said be- 
fore: if you know the reader's name, use 
it; it will make your letter more personal, 
and thus more readable. 

Now for the rules governing the end- 
ing. It should be typed two spaces below 
the last line of the letter, and it should 
begin to the right of the center of the 
page but not hang out beyond the right- 
hand margin. 

Only the first word of the ending is 
capitalized: Yours very truly or Very 
truly yours. 

Punctuation following the close de- 
pends upon the punctuation following 
the salutation. 

The ending should never be preceded 
by a participial phrase, such as: looking 
forward to hearing from you, or thank- 
ing you for your courtesy, I remain. This 
type of stodgy phrasing has been passe 
for years, but some writers continue to 
clutter their letters with it. 

The ending you use depends ca the 
general tone and the nature of the letter: 
Respectfully yours, Very truly yours, 
Yours truly, Sincerely or Cordially; how- 
ever, the ending should correspond to 
the salutation in its degree of formality 
or familiarity. 

If this were the alpha and omega of 
salutations and endings, we could say 
“finish” but there are a number of addi- 
tions to the rules above. We can’t begin 
to list them all, so if you don’t have a 
good reference book on your desk, ask 
your librarian or book store salesman to 
recommend one which includes informa- 
tion about the correct usage in letter 
parts. 


The Secretary 


Check yourself on these: 


Army officers 
Salutation—My dear Colonel Bradford 


Ending—Very truly yours 


Cabinet officers 
Salutation—My dear Mr. Postmaster 
General 
Ending—Respectfully yours or Very 
truly yours 


Dean of a college or Graduate School 
Salutation—My Dear Dean Adams 
Ending—Respectfully yours or Very 
truly yours 


Governor 
Salutation—Y our Excellency (formal ) 
Dear Governor Stuart 
(informal ) 


Ending—Most respectfully yours or 
Very truly yours 


Mayor 
Salutation—My dear Mr. Mayor 
Dear Mayor Martin 


Ending—Very truly yours 


Chief Justice of the Supreme Court 


Salutation—Sir (formal ) 
My dear Mr. Chief Justice 
(informal ) 


Ending—Very truly yours 
Rabbi 


Salutation—Reverend Sir (formal) 
Dear Rabbi Solomon 
(informal ) 


Ending—Respectfully yours 


It’s wise to keep up to date on letter 
writing styles such as these, for even 
though letter styles don’t change as often 
as the length of skirts, there is some 
fluctuation. 

Watch the new trends closely. Perhaps 
you have noticed, as we have, that some 
letter writers are omitting the salutation 
completely. Now this is not incorrect 
as it would be to salute the reader: Mr. 
William E. Hawkins, and then proceed 
with the body of your letter. We are 
thinking of letters which included the 
inside address and perhaps started with: 
It was a pleasure, Miss Davis, to handle 
your recent order for a Triumph Posture 
Chair. This usage is not incorrect; how- 





CONVENTION 
NEWS 


by AGNES PETERSON 
National Convention Chairman 


TURNING? What has been 
turning? The wheels for the 1954 
National Convention; and, while 
they have been turning slowly 
for the past several months, they 
are now gathering momentum 
and within a very short time they 
should be in high gear. 


We have tried to lay our 
groundwork very carefully and 
nurture our plans with considera- 
tion so that when they mature 
and burst forth, they will be pro- 
ductive, inspirational to you, and 
exciting enough so our members 
will feel they cannot afford to 
miss this, our ninth Annual Con- 
vention. 


Our first general news item 
appears on page 14 of this issue. 
We hope this spark will set your 
wheels in motion! 


With the combined assistance 
of the Waldorf-Astoria and the 
New York Convention and Visi- 
tors Bureau, plus the enthusiastic 
cooperation of your New York 
City Chapter, we are anticipating 
a rewarding convention that will 
justify the theme “NEW YORK 
CITY OFFERS MORE IN ’54.” 











ever, the preferred way is the standard 
salutation we have already discussed. 

Another trend which is becoming 
popular is the block form in which no 
indentation is used any place, thus shift- 
ing the position of the closing phrase to 
the left-hand margin. This style often 
predominates when no punctuation is 
used. The appearance of the completed 
letter is neat, and the contents may be 
read quickly and easily, with even less 
movement of the eye than usual. 

Make sure that your salutations and 
endings are correct, and it will help you 
take pride in knowing your letters are 
“style-wise.” 
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Unless otherwise noted, identification of 
photographs reads from left to right. 


news from the four corners of N. S. A. 


NORTHEASTERN DISTRICT 


Mrs. GENEVIEVE LENZ 
224 Fourth Street 
Niagara Falls, New York 


QUINNIPIACK CHAPTER (New Ha- 
ven, Conn.) recently celebrated its sixth 
birthday with a Mother’s Night dinner 
and White Elephant sale. 


* * * 


A goal of doubling its membership 
this year has been set up by the STAM- 
FORD CHAPTER (Stamford, Conn.) with 
the Membership Committee contacting 
all key executives in the area. The chap- 
ter was also active in assisting the So- 
ciety for the Blind with a mailing. 


* * * 


LAKE SHORE CHAPTER (Chicago, 
Ill.) President, Eleanor M. Damko, held 
the spotlight at the afternoon session of 
the American Hospital Association In- 
stitute for Hospital Administrators Sec- 
retaries on November 19, when she 
moderated the panel on “Development 
of the Secretary in Her Job.” 


November saw the installation of the 
new officers of the ROCK RIVER CHAP- 
TER (Moline-Rock Island, Ill.) headed 
by Lois Kane, President; Mrs. Virginia 
Smith, Vice President; Betty Denkhoff, 
Secretary; and Irene Samuels, Treasurer. 
Congratulations and our best wishes for 
a successful year! 

* * * 


ABRAHAM LINCOLN CHAPTER 
(Springfield, Ill.) held a Membership 
Party on September 29 and initiation of 
new members on November 12. Mem- 
bers also held a food sale and attended 
a tea hostessed by the MARQUETTE 
CHAPTER (Peoria, Ill.). 

* * * 


“Diamonds are a girl’s best friend,” 
was brought out graphically to mem- 
bers of DUNELAND CHAPTER (Gary, 
Ind.) at the November meeting when 
the guest speaker, Joseph M. Chlupacek, 
a certified gemologist, told them about 
the factors to consider when purchasing 


gems. 
* * * 


Speaking of gems, the CROSSROADS 
OF AMERICA CHAPTER (Indianapolis, 





Pictured at the installation of the COEUR DE LA NATIO CHAPTER (Terre Haute, Ind.) 
are, standing: Martha White, Corresponding Secretary; Louise Bratton, Treasurer; 
Marion Cope, Recording Secretary. Seated: Jane McKinney, Vice President; Ruth Thor- 
sen, President CROSSROADS CHAPTER; Phama Martin, Indiana State President; Iris Turner, 


President TERRE HAUTE CHAPTER. 
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Officials at the Region I Northeast District 
Meeting held at Berkshire Inn, Great Bar- 
rington, Mass., were Lillian A. Call, Gen- 
eral Chairman for the FRAMINGHAM 
CHAPTER (Framingham, Mass.); Mrs. 
Lilyan Miller, National President; Cassan- 
dra Waterman, NEVP; and Arlene Clark, 
President of the hostess chapter, FRAMING- 
HAM. 


Ind.) continues to add them to the 
roster of NSA, with the installation of 
two chapters, one in Terre Haute and 
the other in Kokomo, Indiana. Not for- 
getting their own roster, they initiated 
23 new members on November 19. 

* * * 


At the November meeting of the 
RIVER BEND CHAPTER (South Bend, 
Ind.) Harriet Beckwith, Education 
Chairman, and her committee conducted 
a CPS panel discussion. 

* * * 


A busy Spring is forecast for the 
BEACON HILL CHAPTER (Boston, 
Mass.), which has plans underway for 
a Workshop in April at Boston Uni- 
versity and a style show early in the 
year. Chapter members spread the 
Christmas spirit by filling bags with 
gifts for the inmates of Tewksbury 


State Hospital. 
* * * 


Glenn R. Winters, Secretary to the 
American Judicature Society, was the 
guest speaker at the November educa- 
tional program sponsored by the HURON 
VALLEY CHAPTER (Ann Arbor, Mich.) 
for all secretaries in the area. His ad- 
dress on “Law for the Layman,” stressed 
that preventive law is as important as 
preventive medicine. 
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Detroit executives were entertained 
by their secretaries at the annual Boss 
Night of DETROIT TRANSCRIPT CHAP- 
TER (Detroit, Mich.) at the Hotel Stat- 
ler on October 14. Featuring the sports 
theme, the evening’s guest speaker was 
Nick Kerbawy, general manager of the 
Detroit Lions. Van Patrick, sportscaster, 


was master of ceremonies. 
~ 7 . 


Members of the RAPIDETTE CHAP- 
TER (Grand Rapids, Mich.) heard a 
talk by Mary Elferdink, a teacher in the 
Grand Rapids Orthopedic School, who 
recently returned as a community am- 
bassador from Vassen, Netherlands. 

* * * 


A highly successful style show and 
bridge on November 18 benefitted the 
SAGINAW CHAPTER (Saginaw, Mich.) 
under the chairmanship of Dorothy 
Cosendai and her committee. 

* * * 


More than 100 bosses and their sec- 
retaries attended the fifth annual Boss 
Night of the CAMDEN CHAPTER (Cam- 
den, N. J.) on November 4. Guest 
speaker was Mr. H. Wisner Miller, Jr., 
Sales Manager of IBM in New York 
City. 

* * * 

A delegation of sixteen members of 
the NEWARK CHAPTER (Newark, N. J.) 
attended the Regional Meeting in Great 
Barrington, with all of the Chapter’s 
current officers and many of the past 
officers present. Member Mary Quigley 
participated in the CPS Panel. 


* * * 


Shanghai, China, set the background 
for one of the most interesting talks 
presented to PATERSON CHAPTER ( Pat- 

* * * 


=. 





erson, N. J.), when Miss Madge Ash- 
ley, born and educated in Shanghai, ad- 
dressed the group on “Family Life in 
China.” 

* * * 

ALBANY CHAPTER (Albany, N. Y.) 
observed their Boss Night at the Aur- 
ania Club on November 17. Guest 
speaker was Congressman Leo W. 
O'Brien, whose topic was “Unused 
Weapons in the Cold War.” 

* * * 

A cherished dream of the BINGHAM- 
TON CHAPTER (Binghamton, N. Y.) 
has become a reality, with the initiation 
of a scholarship of $100, to be awarded 
to a secretarial student at the Broome 
County Technical Institute. 

* * * 

GLIDER CHAPTER (Elmira, N. Y.) 
has adopted the policy of each member 
contributing at least one dollar on her 
birthday to the NSA Home Fund. Mem- 
bers assisted in the Red Cross Campaign 
Drive and the polio inoculation pro- 
gram. 

* * * 

Members of the WINIFRED E. SE- 
QUIN MEMORIAL CHAPTER (Oneida, 
N. Y.) participated in the play “Trip- 
ping Around” for the benefit of a mu- 
nicipal swimming pool. Members of the 
Chorus were Mrs. Leone Rapp, Barbara 
Wagner, Janet Roberts, Mrs. Helen Fox, 
and Ruby Dinwiddie. 


* * * 


“Fundamentals of Investment” was 
the subject of discussion at the October 
education meeting of the FLOWER CITY 
CHAPTER (Rochester, N. Y.). 

* * * 

A discussion on “Better Business Let- 

ters” opened the workshop of WHITE 


At the installation of DELAWARE CHAPTER (Delaware, Ohio)—Mrs. Lilyan Miller, Na- 
tional President; Mrs. Marguerite Horchow, State President; and the officers of the newly 
installed DELAWARE CHAPTER (Delaware, Ohio): Edith MacPherson, Treasurer; Mrs. 
Miriam Richey, Corresponding Secretary; Lillian Gordon, President; Olivia Bennett, Vice 
President; Pauline Plymire, Recording Secretary; Mrs. Beatrice Gardner, Membership 


Secretary. 
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PLAINS CHAPTER (White Plains, 
N. Y.). 
* * * 

TIRE TOWN CHAPTER ( Akron, Ohio) 
observed Boss Night at the Akron City 
Club, with more than 225 bosses and 
secretaries. Members of the ANTHONY 
WAYNE CHAPTER (Wooster, Ohio) 
and the TAPPAN TREE CHAPTER (Kent- 
Ravenna, Ohio) were guests. National 
President Lilyan Miller was guest speak- 
er at the first Boss Night dinner of the 
ASESIBA CHAPTER (Ashland, Ohio). 
W. M. LaSalle, Manager of Ohio Edison 
and President of the Ashland Chamber 
of Commerce, was chosen “Boss of the 
Year.” 

* * * 

TAPPAN TREE CHAPTER (Kent- 
Ravenna, Ohio) has set up a library 
which will contain business and secre- 
tarial magazines and books. Mrs. Flor- 
ence Piggot is Librarian. Publications 
will be brought to meetings for selec- 
tion. 

* * * 

For the second consecutive year, 
GLass CITY CHAPTER (Toledo, Ohio) 
and FLORAL CiTy CHAPTER (Monroe, 
Mich.) collaborated on their annual 
Boss Night, held November 10 at the 
Toledo Club. Marjorie Cron, Ohio State 
Secretary, explained NSA and gave a 
resume of chapter activities. 

* * * 

YO-MAH-O CHAPTER (Youngstown, 
Ohio) boasts the largest representation 
of visiting chapters at the Regional 
Meeting in Columbus, Ohio, with 
twenty-one members. 

* * * 

The Reverend John M. Gordon, min- 

ister of the First Presbyterian Church, 


* * * 
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Roberta Iredale, President, CINCINNATI 
CHAPTER, is shown presenting to Mr. Vitz, 
Librarian of the Cincinnati Public Library, 
an Act of Congress dated May 5, 1792, 
authorizing sale of much of the land on 
which Cincinnati now stands. 
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addressed the November dinner meet- 

ing of CONESTOGA CHAPTER (Lancas- 

ter, Pa.); his theme—“Thanksgiving.” 
* - * 

Continuing their volunteer work, 
members of the PHILADELPHIA CHAP- 
TER (Philadelphia, Pa.) aided the Cere- 
bral Palsy organization during its local 


fund drive in November. 
* * * 

In lieu of exchanging gifts at their 
annual Christmas Party on December 8, 
members of QUAKER CITY CHAPTER 
(Philadelphia, Pa.) sent 42 stockings 
filled with gifts and money to the G.A.R. 
Home for Aged Women. Members also 
dressed dolls for the Children’s Heart 
i .ospital. 

* * * 

PITTSBURGH CHAPTER ( Pittsburgh, 
Pa.), observing their fourth annual Ex- 
ecutives’ Dinner on November 16, had 
as their guest speaker the Rev. Edward 
J. Rydman of the First Community 
Church, Columbus, Ohio. A. K. “Rosey” 
Rowswell, major league baseball an- 
nouncer, was toastmaster, and National 
President Lilyan Miller was guest of 
honor. 

* * * 

In June a scholarship will be awarded 
by the SCRANTON CHAPTER (Scranton, 
Pa.) to a deserving secretarial aspirant. 

* * * 

Through the efforts of Florence Litz- 
enburger, Pennsylvania State President, 
a mew chapter was installed on Novem- 
ber 2 at Stroudsburg, Pa. 

Mrs. Gladys Serfass has been named 
President; Caroline Lapinsky, Vice Pres- 
ident; Lois Bronner, Recording Secre- 
tary; Ardeth Groner, Corresponding Sec- 
retary, and Forrest Mae Skinner, Treas- 
urer. 

* * * 

Mildred Adams is the new president 
of the WASHINGTON CHAPTER (Wash- 
ington, Pa.), succeeding Nancy Kin- 
damo, who recently became Mrs. Conner 
and moved to Zelienople, Pa. 

* * * 

_ Charter members of the WHITE ROSE 
CHAPTER (York, Pa.) were honored at 
the chapter's sixth birthday celebration 
on November 18 at the Hotel York- 
towne. 
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Mrs. BEA ARNELL 
610 East Young Street 
Tulsa, 6, Oklahoma 


WILSHIRE CHAPTER (Los Angeles, 
Cal.) celebrated its fifth birthday at a 
card party on November 19 at the Phil- 
anthropy & Civics Club. 


* * * 


BILL DARBY CHAPTER (Fort Smith, 
Ark.) gave a $250 Junior College Schol- 
arship this year to a girl who had an 
unusually high scholastic standing in her 
high school and who otherwise would 
not have been able to go to college. 
Faced with the problem of raising money 
for this scholarship, an auction sale was 
held at the home of Virginia Gardner, 
which was the most successful under- 
taking the chapter has ever sponsored, 
and enriched the treasury by $100.60. 
Each member brought several guests, as 
well as items for the auction and a white 
elephant for the grab bag. A most in- 
formal atmosphere prevailed and some 
valuable contacts were made for the 
chapter, as some of the guests were sec- 


retaries. 
. + . 


The most important event of the 
HOUSTON CHAPTER (Houston, Tex.) 
was Boss Night held at the Shamrock 
Hotel, with every boss present declaring 
he would never miss another. Monthly 
CPS luncheons have been a feature of 
the HOUSTON CHAPTER since April. 
‘Twenty members and their partners ap- 
peared on a local TV program “Darts 
for Dough” in November, three of the 
participants winning a total of $181 for 
the Scholarship Fund. This fund was 
considerably increased on November 21 
when every member of the chapter par- 
ticipated in the preparation and serving 
of a turkey dinner to 350 people. 

* * * 


Joan Hadaway, scholarship protege 
of BiG D CHAPTER (Dallas, Tex.) , pre- 
sented Elenore Brown and Mildred 
Brandt 500 percent awards for five years 
perfect attendance at meetings and/or 
participation in chapter-sponsored civic 
and educational project. 

* * * 


PORT CHAPTER (Lake Charles, La.) 
reports that the flag project sponsored 





by the Ways and Means Committee is 
proving a steady source of income, in 
addition to promoting the use of our 
flag in the community, and has resulted 
in excellent publicity for the chapter. 
Another fine medium of publicity for 
the chapter is a local radio news pro- 
gram for which copy about PORT CHAP- 
TER may be submitted to be read, or a 
member may make a recording about 
meetings and projects at the station. 


* * * 


Members of the SUN AND SAGE 
CHAPTER (El Paso, Tex.) contributed 
to their community on November 8 by 
manning the telephones from 8 a.m. to 
12 noon on the Community Chest tele- 
thon over DROD-TV. In 14 hours 
$12,800 was raised. At the third annual 
Citizenship and Career Conference at 
Texas Western College in November, 
232 high school seniors attended the 
secretarial - stenographic sessions con- 
ducted by Mrs. Lois W. Thomas, chap- 
ter President, who was aided by Lelah 
Black, Assistant Professor of Business 
Administration at the College and an 
honorary member of the chapter. On 
November 22 the bosses’ wives were 
feted at a Thanksgiving brunch. This 
was the second time the chapter enter- 
tained especially for the bosses’ wives. 
The chapter has voted to hold two 
meetings a month. The first, on the sec- 
ond Tuesday, will be a business meeting 
followed by CPS study course; the sec- 
ond, on the fourth Tuesday, to which 
prospective members will be invited, 
will be a dinner meeting at the Cortez 
Hotel with a guest speaker on some 
phase of CPS subjects or entertainment. 


* * * 





aa 


Mrs. Jo Maes Knoerr, President of the 
California State Organization; Mrs. Vernal 
Sellin, State Public Relations Chairman; 
and Mrs. Carolyn Shinkle, President of 
Lapo Det Rio CHAPTER (Riverside, Cal.) 
talk over NSA activities at the annual fel- 
lowship tea held in Riverside in November. 
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COLUMBIA CHAPTER (Columbia, 
Mo.) held its annual benefit card party 
and style show in November with grati- 
fying results. Members donated most of 
the prizes, and a local store presented 
the style show. The net proceeds will be 
turned over to the Cancer Society. 


* * * 


Red and gold chrysanthemums and 
lighted tapers formed table decorations, 
while roses and other fall flowers added 
to the festive air, when LADO DEL RIO 
CHAPTER (Riverside, Cal.) entertained 
at its annual tea in November. Mrs. 
Carolyn Shinkle, President, headed the 
receiving line. Presiding at the tea table 
were Mrs. Jo Maes Knoerr, President of 
the California State Organization of 
NSA, and guests from other women’s 
organizations. Ribbon name badges in 
NSA colors were presented to the guests. 


* * * 


REBEL CHAPTER (Chickasha, Okla. ) 
under the direction of its President, Mrs. 
Ivon Cooper, cleared $126 for its fall 
fund-raising campaign—$61 on the sale 
of Christmas cards and wrapping paper, 
and $65.10 on the rummage sale. 


* * * 


At a meeting of the St. Louls CHAP- 
TER (St. Louis, Mo.) Audrey Reimler, 
a member of the Program Committee, 
introduced Jim Hayes of the Graybar 
Electric Company who discussed Chan- 
nel 9, the new educational TV station 


* * * 





Mayor Hugh S. Cluck; Mrs. Ethel W. 
Rendon, President of GATEWAY CHAPTER 
(Laredo, Texas); and C. G’Sell, Manager 
of Plaza Hotel, Laredo, Texas. Mr. G’Sell 
was crowned Boss of the Year and his 
secretary, Mrs. Ethel W. Rendon, Secre- 
tary of the Year at Boss Night. 
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soon to go on the air. The proposed new 
channel offers unlimited possibilities for 
numerous educational projects. Mrs. Ed- 
ward G. Beungard, new Director of 
Public Welfare, and the first woman to 
be appointed to position of cabinet rank 
in the history of St. Louis, gave mem- 
bers and friends of the St. Louis CHAP- 
TER sage advice when she addressed the 
group recently. Ruth Schwartz, editor of 
the St. Louis Salute, chapter bulletin, 
was presented with a wallet by a repre- 
sentative of the Underwood Typewriter 
Co. for “beating the champ” at the Na- 
tional Convention in Seattle. Ruth 


ranked fourth. 
* * +. 


Robert W. Ware, U. S. Marshal for 
the Southern District of California and 
President of the California Peace Off- 
cers’ Association, was the principal 
speaker when SANTA MONICA CHAP- 
TER (Santa Monica, Cal.) honored its 
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ROSWELL CHAPTER (Roswell, New Mex.) 
float entered in Eastern New Mexico State 
Fair parade held in Roswell during Octo- 
ber. Lavada Stephensen is facing the cam- 
era. 





employers at the Sixth Annual Boss 
Night dinner at the Santa Ynez Inn. 
Other prominent guests included the 
Times sports authority, Braven Dyer, 
Mrs. Dyer, Mayor and Mrs. Tom Mc- 
Dermott. J. S. Farra, Douglas Aircraft 
Company's Service Manager, served as 
toastmaster, and entertainment was fur- 
nished by TV star Mrs. Eleanor Buck, 
accompanied by Bill Graham. Dinner 
and Program Committee, Pat McMur- 
phy, Kay Hile, Marine Ohlund and Lil- 
lian Gages handled the arrangements. 
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CAPITAL, EXECUTIVE, and PRESIDEN- 
TIAL CHAPTERS (Washington, D. C.) 
served as “host-group” to international 
leaders and specialists of the numerous 
government - sponsored exchange pro- 
grams at an informal open house on 
November 17. The gathering was held 
in the Washington International Center, 
which is operated by the American 
Council on Education under contract 
with the State Department, The “host- 
groups” are composed of civic, fraternal, 
religious, cultural, and professional or- 
ganizations, and the Washington NSA- 
ers were proud to be invited to partici- 


pate. 
* * * 


EXECUTIVE CHAPTER (Washington, 
D. C.) recently arranged a seminar of 
four free lectures on secretarial law and 
accounting. Herbert S. French, Wash- 
ington lawyer, conducted the lectures on 
secretarial law, and Herschel Walling, 
of the U. S. General Accounting Office, 
gave the talks about secretarial account- 
ing. In November the Community Serv- 
ice Committee began a series of parties 
to entertain hospitalized veterans in the 
wards of Bethesda Naval Medical Cen- 
ter; they will supply this entertainment 
once a month throughout the year. 


* * * 


The Welfare Committee of PREsI- 
DENTIAL CHAPTER ( Washington, D.C.) 
sponsored a successful dessert bridge to 
raise funds for the needy family the 
chapter helped at Christmas. Dr. John 
Lattimore, Associate Professor of Classi- 
cal Languages and Assistant Dean of 
General Studies at George Washington 
University, spoke at a recent meeting 
on the increasing interest of adults in 
improving their education. 


* * * 


The three chapters in our nation’s 
capital seem to have formed a pattern 
for their activities: each one entertained 
the wives of their employers at dinner 
meetings during the fall. Mrs. Carol 
Arth, Special Assistant to the Assistant 
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Secretary of State in charge of Public 
Affairs, spoke to members of CAPITAL 
and their guests on “Your State Depart- 
ment Reports.” A fashion show of 
clothes from a local shop and hair styles 
by one of the city’s leading coiffures 
were glamorous features of PRESIDEN- 
TIAL dinner. EXECUTIVE CHAPTER heard 
William G. Hamilton, of the United 
States Information Agency, describe the 
activities of the U. S. Overseas Library, 
the American Propaganda Films Serv- 
ice, and the Voice of America programs. 
His presentation of captured Soviet 
propaganda films was especially inter- 
esting. 
* * * 

We realize NSA is being recognized 
when members are invited to make 
speeches before other groups. Thirza 
Keogh, President of DELAWARE CHAP- 
TER (Wilmington, Del.) spoke to a 
class of tenth graders at Wilmington 
High School on “Careers in the Secre- 
tarial Field,” at the request of the Ex- 
ploratory Business Education Program 
of the Wilmington Public Schools. Add- 
ing to the customary confusion of Christ- 
mas, the chapter undertook addressing 
and stuffing 65 thousand envelopes for 
the Easter Seal Campaign—a commend- 
able undertaking. 

* * * 


WHEELING CHAPTER (Wheeling, 
W. Va.) enjoyed a musical evening 
when Edwin Steckel, program director 
of Oglebay Institute, was a guest at the 
dinner meeting in December. Mr. Steck- 
el recently returned from a lecture-con- 
cert tour of the United States. 

* * * 


George E. Munn, Professor of Eco- 
nomics at Marshall College, spoke on 
“Can We Prevent a Recession” at the 
ninth Boss Night dinner of the HUNT- 
INGTON CHAPTER (Huntington, 
W. Va.). In keeping with the season, 
the decorative theme was centered 
around football, with gold goal posts 
and small leather helmets. The chapter 
held a parcel post sale in December to 
raise funds for furnishing a room in the 
‘city hospital, now being erected. 

* * * 


Members of SAVANNAH CHAPTER 
(Savannah, Ga.) must have been more 
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lovely than usual lately if they followed 
instructions received at a demonstration 
of the proper use of cosmetics by a 
Merle Norman representative who spoke 
at their December meeting. 


* * * 


BIRMINGHAM CHAPTER (Birming- 
ham, Ala.) apparently was the first to 
have its Christmas party this year... 
the first day of December. Members do- 
nated wrapped gifts that were auctioned, 
providing fun and finances at the same 
time. Gifts for two needy children were 
also wrapped. As a “money maker,” the 
chapter is selling magazine subscriptions 
for Curtis Publishing Company. The 
most recent venture of this group is an 
attempt to form a chapter in Mobile. 


* * * 


For the benefit of the twenty mem- 
bers enrolled in classes preparing for the 
CPS examination next fall, MIAMI 
CHAPTER (Miami, Fla.) invited State 
Attorney George Brautigan to speak at 
a recent dinner meeting. He discussed 
the types of cases handled by his office, 
and explained how a “Blue Ribbon 
Grand Jury” is selected. 


* * * 


TAMPA CHAPTER (Tampa, Fla.) ob- 
served its second annual Boss Night 
with a banquet in the Tampa Terrace 
Hotel. Carl D. Brorein, Peninsular Tele- 





“Boss of the Year,” Mr. Carl D. Brorein, 
President of Peninsular Telephone Com- 
pany, and “Secretary of the Night,” Mrs. 
Loraine Fadial, at the second annual Ex- 
ecutives Night banquet, TAMPA CHAPTER. 








phone Company's President, was chosen 
“Boss of the Year.” After donning the 
golden crown and robes of royal purple, 
he chose a “Secretary of the Night,” Mrs. 
Loraine Fadial. (Secretaries do seem to 
be indispensable.) Other events enjoyed 
by this chapter include a party by the 
Ways and Means Committee at which 
Christmas cards and wrappings were 
sold; and hostessing the annual Christ- 
mas party sponsored by a civic or pro- 
fessional group for patients in the Polio 
Ward of Tampa Municipal Hospital, 
with a tree, gifts, and refreshments. 


* * * 


A fashion parade, with NSAers as 
models and a musical background, was 
the feature of the first birthday dinner 
of KNOXVILLE CHAPTER (Knoxville, 
Tenn.). Many members of OAK RIDGE 
(Oak Ridge, Tenn.) were guests. The 
chapter is planning many activities for 
the coming months, particularly aimed 
at increasing their membership. A love- 
ly doll with a large wardrobe was raffled 
in December, providing funds to help 
a needy family at Christmas. 


* * * 


When asked to talk to QUEEN CHAR- 
LOTTE CHAPTER (Charlotte, N. C.) on 
“What a Secretary Should Know About 
Printing,’ Don Davidson of the Herald 
Press, said he was tempted to say “a 
good printer.” He stated that the print- 
ing industry, including books, periodi- 
cals, and commercial printing, is the 
second largest in the country. Mr. David- 
son explained the different types of 
printing, their uses, and the costs. 





4 
“Secretary of the Week” Mrs. Charlotte 
McAllister, President Mrs. Marie Clampitt, 
at mike, and Chef Weber, of the McAllis- 
ter, who baked and served the cake at 
MIAMI CHAPTER birthday party. 
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VICTORY CHAPTER ( Waterloo, Iowa) 
held their annual Boss Night dinner on 
October 14. Carleton (Cap) Sias, inter- 
nationally known toastmaster, was the 
guest speaker. Each boss gave a thirty 
second talk on why he should be chosen 
“Boss of the Year.” Sydney A. Thomas, 
attorney, won with his humorous satire, 
and was presented with an engraved 
desk pad bearing the words, “Boss of 
the Year 1953.” 


* * * 


PIKES PEAK CHAPTER (Colorado 
Springs, Colo.) held its November and 
December meetings at the Swiss Chalet. 
Guest speaker at the November meeting 
was Bill Marshall of the Northwestern 
Mutual Insurance Company. In Decem- 
ber, Christmas gifts were exchanged 
with secret pals, and names were re- 


vealed. 
- ” * 


Many of the members of CASCADE 
CHAPTER (Salem, Ore.) are contributing 
their time to the Chamber of Commerce, 
in registration work for the conventions 
held in Salem. The annual Christmas 
party for members and their families 
was held on December 15, at the home 
of Lois Manning. A needy family was 
adopted for Christmas and members 
donated food and gifts. 


* * * 


On the third Thursday of each month 
LOMOND CHAPTER (Ogden, Utah) is 
meeting at a new address, 2538 Wash- 
ington Blvd. A Dutch Whist Card Party 
was sponsored in October to raise funds 
for the scholarship project. At the No- 
vember meeting Mrs. Doris Hains, Vice 
President, an employee of the Southern 
Pacific Railroad, showed a film, “This 
Is My Railroad.” 


* * * 
One of the outstanding fall programs 
of CORNHUSKER CHAPTER (Lincoln, 


Neb.) was a talk at the November meet- 
ing by Esther Montgomery, Lincoln 
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High School teacher about her experi- 
ences as a Fulbright Exchange Teacher 
in Manchester, England, the past year. 
Her humorous illustrations of the dif- 
ference between “British and American 
English” caused many chuckles. She em- 
phasized the difficulties that American 
secretaries would encounter in England 
in adapting themselves to the British 
style of letter-writing, spelling, and 
punctuation. The program also included 
an excellent film on “E-T Typing Time” 
by IBM. The Cornhuskers were guests at 
KFOR’s TV Studio, where they viewed 
two live programs. The Ways and 
Means Committee has held a success- 
ful bazaar, rummage, and bake sale. The 
sale of Hillcraft Jewelry and “Operation 
Nuts” are still in full swing. 


* * * 


Two members were initiated at the 
November dinner meeting of MINN- 
ARROW CHAPER (Duluth, Minn.) held 
at the Duluth Woman’s Club. Members 
played “Santa Claus” to a needy family 
and delivering gifts and groceries on 
Christmas Day. 


* * * 


SIOUX CHAPTER (Sioux City, Iowa) 
is stacking up points in a big way by 
sending large delegations to regionals. 
Six attended the Rapid City meeting, 
two were in Denver and four at Kansas 
City. On October 20, the SIOUX secre- 
taries entertained their employers at 
their annual Boss Night dinner. Sixty- 
six members and guests heard an in- 
spirational talk on harmonious human 
relations illustrated at the piano by the 
Rev. Robert F. Chapler. Members had 
a busy pre-holiday season with their an- 
nual County Fair and bazaar as well as 
preparing Christmas boxes for patients 
from their county at the State Tubercu- 
losis Hospital at Oakdale, Iowa. 


* * * 


A program which will be considered 
one of the highlights of the year was 
presented at the November meeting of 
COLUMBINE CHAPTER (Denver, Colo.) . 
A panel of four prominent business men 
covered such subjects as the secretary 
and public relations, office etiquette, hu- 
man relations, mechanical skills, and the 
CPS program. Members from _ the 
MOUNTAIN VIEW CHAPTER ( Fort Col- 
lins, Colo.) were guests. 





To help others during the Christmas 
season OREGON TRAIL (Portland, Ore.) 
brought their sewing equipment to the 
home of Elois Gantenbein and dressed 
twenty-four dolls for the needy children 
of Portland. 

* * * 

PUGET SOUND CHAPTER (Bremer- 
ton, Wash.), small in number, but 
mighty in activities, entertained mem- 
bers of the OLYMPIA CHAPTER (Olym- 
pia, Wash.) recently. 


* * * 


“Around-the-Clock Wear” for the 
well-dressed secretary was demonstrated 
for members of the PIONEER CHAPTER 
(Fremont, Neb.) at their November 
meeting, when a style show was present- 
ed by the Farris Shop. Three members 
modeled fashions, with the commentary 
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A weary but happy crew from SIOUX 
CHAPTER (Sioux City, Iowa) survey the 
remains of one of the bazaar tables at the 
annual County Fair. Ethel B. Johnson; 
under the doily Fayola Henderson, Ways 
and Means Chairman; Vera Whalen, Vice 
President; Mrs. Maxine Cropley; Helen 
Sulzbach; and Mrs. Lillian Rustwick. 


made by Mrs. Kathy Farris. Members 
donated their services to the Communi- 
ty Chest campaign. 

* * * 


September and October were extreme- 
ly busy months for St. PAUL CHAPTER 
(St. Paul, Minn.), raising funds to as- 
sure the success of their various financial 
projects. Vacation packages were auc- 
tioned, a rummage sale was held, and a 
large block of theatre tickets was taken 
over. Members donated many evening 
hours typing and doing clerical work 
for the Greater St. Paul Community 
Chest Campaign. 
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A seventh anniversary was celebrated 
by TALL CORN CHAPTER (Council 
Bluffs, lowa) at their November meet- 
ing with guests from AK-SAR-BEN and 
NEBOMA CHAPTERS (Omaha, Neb.). 
Mabel Armstrong, charter member and 
past president of the chapter, gave a 
resume of its history. Ethel Dethefs, 
President, presented Lucille Peterson 
with a special award for perfect attend- 
ance since the organization of the chap- 
ter. A profitable bazaar was held in con- 
junction with the meeting; all articles 
were donated by members. 

* * * 


Mrs. Lorene Mendenhall has been 
elected Vice President of GREELEY 
CHAPTER (Greeley, Colo.) to succeed 
Mrs. Vona V. Cooper. “An efficient sec- 
retary can be suspended from a good job 
because of inappropriate dress” was the 
subject Mrs. Donald Faber discussed at 
the November meeting held at Branca’s 
Little Italy. The executive board is in- 
vestigating the possibilities of taking 
night courses at CSCE. 

* * * 


TETON CHAPTER (Casper, Wyo.) 
held its Boss Night on October 22, at 
the Casper Country Club. The theme: 
the Homecoming Party of the “College 
of Hard Knocks.” The entertainment 
included a skit on “Bossology,” dance 
steps from the 1920's to the present 
time, and songs written by members. 
The program for the November meet- 
ing was handled by the IBM Sales Rep- 
resentative, who presented a colored 


* * * 
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movie and a demonstration on the IBM 
electric typewriter. 
* * * 


SPOKANE CHAPTER ( Spokane, Wash. ) 
launched its membership drive at a 
Koffee Klatch Saturday afternoon, No- 
vember 21, at the home of Jean Olson, 
with twelve prospective members there. 
A “pancake supper” was the chapter's 
first money making project of the year. 


- Harry Raymond, County Commissioner, 


acted as chef, and members of the chap- 
ter served a huge crowd from 5 to 9. 
* * * 


As guests of the University of Ne- 
braska, College of Medicine, in Novem- 
ber, AK-SAR-BEN CHAPTER (Omaha, 
Neb.) learned about the role hospitals 
play in the community. Following a tour 
of the hospital, dinner was served. 
Duane E. Johnson, Administrator, dis- 
cussed the contribution being made to 
community health by the University 
Hospital. 

* * * 

GOPHER CHAPTER (Minneapolis, 
Minn.) has almost reached its goal of a 
maximum membership of one hundred. 
Seven members were initiated in Octo- 
ber and ten in December. For the Minn- 
esota-Wisconsin game a_pre-football 
cocktail party and luncheon were held 
at the Radisson Hotel. Five members of 
the chapter appeared before the St. Louis 
Park Rotary Club in a panel discussion 
on NSA and CPS, with Rotarians pres- 
ent from all surrounding cities. Their 
annual auction, held in connection with 

* * * 


At the Boss Night speakers’ table were Harry H. Smith, Attorney; Mrs. Frances Mikkle- 


sen, President of S1IOoUX CHAPTER (Sioux City, Iowa); Rev. Robert F. Chapler; Mrs. 
Dorothy Rank; Mayor Ralph Henderson; Vera Whalen; and Kenneth E. Coons. 


Thirty 








the November dinner meeting, netted 
a profit of approximately $250. 


* * * 


HAWKEYE CHAPTER (Des Moines, 
Iowa) has been busy selling nuts for 
their annual Ways and Means project. 
Mrs. Alvera Holtzbauer, Chairman, was 
very happy with the results, which in- 
creased the treasury by about $550. The 
Program Committee of the chapter has 
been providing some varied entertain- 
ment for the group. For the October 
meeting they were fortunate in obtain- 
ing Mrs. Mary Frances Boyd, a well 
known Drake University instructor, as 
their guest speaker. Mrs. Boyd has con- 
ducted tours to Mexico each summer 
for many years and has had some inter- 
esting experiences which she related to 
the group in a very amusing manner. 

* * * 


Members of EVERGREEN CHAPTER 
(Denver, Colo.) entertained their boss- 
es with a banquet on November 9, at 
the Brown Palace Hotel. The guest 
speaker was Dr. Nolie Mumey, a lead- 
ing physician of Denver, who talked on 
“Inspirational Observation.” 

* * * 


A Hallowe'en Social was held in the 
home of Mrs. Donna Ingersoll, First 
Vice President, OLYMPIA CHAPTER 
(Olympia, Wash.) with fortune telling, 
stunts, and games highlighting the eve- 
ning. At a recent meeting, Donald East- 
vold, Attorney General of the State of 
Washington, talked to the group about 
the qualities a secretary should have to 
be an asset to her employer and the 
business or profession he represents. 


* * * 





Helen Rizer, President and Secretary of 
the Year, VICTORY CHAPTER (Waterloo, 
Iowa), and S. A. Thomas, Boss of the Year. 


The Secretary 














You are Kitty... 











d 
And so are the thousands of other secretaries like you—whether you 
are new in the profession or with many years of experience. This 
, delightful story of the average American secretary is reading pleasure 
r 


you won't want to miss. Price: $3.75. 


Here's what The Pittsburgh Sun-Telegraph said about it: 





“, . . Many a boss and his office girl Friday may recognize their 
own characteristics, both good and bad, detailed in its pages.” 





























AN INFORMAL PORTRAIT 
CF THE AMERICAN 
SECRETARY 


To Order Your Copy of Kitty, send a check or money orderto... 


oS 





WE LIKE 


TOO! 


especially for correspondence... (77s, 
or emeiaiii aia 


HARMONIZING the color of inked ribbons with the 
colors printed on letterheads and other correspond- 
ence is FRESH, NEW and EXCITING! The reasons why , 
so many firms are changing to color ribbons are end- © 
less—easier to read, attractive, modern, streamlined, 
better company name identification. All this is made 
possible ONLY because Panama-Beaver has devel- 
oped 16 brilliantly COLOR-STYLED LUSTRA inked rib- 
bons that will give your correspondence a distinctive 
dressed-up appearance you never imagined could be 
possible. There is no reason for waiting to change to 
COLOR; the LUSTRA inked ribbons are PERFECTED, 
sharp, clear, clean, long-wearing...LUSTRA is the 
FASTEST SELLING inked ribbon in the world today! 


f 5 ogee OF TOMORROW, CHANGE 


COLOR INKED RIBBONS TODAY! 
/Ustra 


ie \\ another Panama-Beaver first 
VL 

no guessing game either... 

In a matter of seconds your Panama-Beaver Man can 
demonstrate exactly how to COLOR HARMONIZE 
your correspondence with LUSTRA color inked rib- 
bons. Our demonstration gives everyone in your firm 
the full impact of LUSTRA color-harmony without 
wasted time or trouble. Ask for a demonstration from 
your Panama-Beaver Man today! This deserves your 
immediate attention! 


Since 1896 the line that pale be matched 2 
INKED RIBBONS 
CARBON PAPERS * UNIMASTERS + DUPLICATING SUPPLIES 


\ er? a a 
Coll your Local PANAMA-BEAVER MAN... cluayt2 Lie witeo— 
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